
DOCUMENT RESUME

ED 349 459 CE 061 975

AUTHOR Hamdan, Mohamed Ziad
TITLE Reformation Design of Training. A Handbook with a

Behavioral Digital Approach.
PUB DATE 92
NOTE 153p.

AVAILABLE FROM Modern Education House, P.O. Box 815365, Jabal,
Amman, Jordan ($6; quantity price $4).

PUB TYPE Guides Non-Classroom Use (055)

EDRS PRICE MF01/PC07 Plus Postage.
DESCRIPTORS *Curriculum Development; Educational Technology;

Evaluation Criteria; *Instructional Design; *Labor
Force Development; *Needs Assessment; *On the Job
Training; Organizational Development; Postsecondary
Education; Program Evaluation; Program
Implementation; Skill Development; Trainers;
*Training Methods; Training Objectives

ABSTRACT
This handbook, which presents a design-based approach

to training, leads training professionals through a process for
developing employee training programs based on a behavioral digital
approach. (The design approach is a scientific methodology built on
three principles: the systematization, behaviorism, and
quantification of training.) The handbook is organized in three
parts: (1) Professional Needs Assessment for Renewal/Training; (2)
Designing the Training Program; and (3) Designing Program
Dissemination and Evaluation. The four chapters contained in part 1
cover the following topics: the reformation design of training,
professional needs assessment of a job, professional needs assessment
of an organization and its employees, and unifying professional needs
and establishing behavioral digital bases of training design. The
three chapters of part 2 discuss the design of the training
curriculum (goals, knowledge and achievement activities), designing
the instruction of training (methods, media, and technologies), and
the design of human and material services. The topics of the two
chapters of the final part are: designing the training document,
program marketing, and preparation for implementation; and designing
the evaluation of training. The handbook includes 49 references and
an index. (KC)

***********************************************************************

AeploaucLIons suppilea US, Whb are tne nest tnat can De made
from the original document.

***********************************************************************



tf
t

R
E

F
O

R
M

A
T

IO
N

D
E

S
IG

N
O

F
T

R
A

IN
IN

G

A
H

an
db

oo
k

w
ith

 A
B

eh
av

io
ra

l
D

ig
ita

l
A

pp
ro

ac
h

M
oh

am
ed

 Z
ia

d
H

am
da

n 
P

h.
D

)
P

ro
fe

ss
or

 O
f E

du
ca

tio
n

P
re

si
de

nt
 o

f M
od

er
n

E
du

ca
tio

n 
H

ou
se

.

U
.S

. D
E

P
A

R
T

M
E

N
T

 O
r

E
D

U
C

A
T

IO
N

C
rt

hc
e 

of
 E

ou
ca

tto
na

t R
es

ea
rc

h
an

ti 
Im

pr
ov

em
en

t
E

D
 C

A
T

tO
N

A
L 

R
E

S
O

U
R

C
E

S
IN

F
O

R
M

A
T

IO
N

C
E

N
T

E
R

 tE
R

iC
)

T
ilt

s 
do

cu
m

en
t h

as
 b

ee
n

re
pr

od
uc

ed
 a

s
/ received 

Ir
on

' t
he

 p
er

so
n 

or
or

ge
nt

ra
tto

n
or

tg
m

at
in

g 
a

C
 M

in
or

 c
ha

ng
es

 h
av

e 
be

en
 m

ad
e

to
 o

ho
ro

ne
re

pr
od

uc
to

n 
W

ie
ld

y

P
ot

 n
ts

 o
f v

oe
w

 o
r 

op
tio

ns
in

 th
is

 d
oc

u-
m

en
t d

o 
no

t n
eC

E
S

S
lin

ly
 r

ep
re

se
nt

of
tic

ia
i

O
E

ftt
 p

us
at

on
 o

r 
1,

01
,C

Y 2

M
od

er
n

E
du

ca
tio

n 
H

ou
se

F
or

 P
ub

lis
hi

ng
,

C
on

su
lta

tio
n 

&
T

ra
in

in
g

A
M

M
A

N
 -

 J
O

R
D

A
N

C
op

yr
ig

ht
 ©

 1
99

2
by

 th
e 

A
ut

ho
r

an
d 

M
od

er
n

E
du

ca
tio

n
H

ou
se

. A
ll

ri
gh

ts
 r

es
er

ve
d.

P
E

S
T

 C
O

P
Y

H
A

R
A

R
E

"P
E

R
M

IS
S

IO
N

 T
O

R
E

P
R

O
D

U
C

E
 T

H
IS

M
A

T
E

R
IA

L 
H

A
S

B
E

E
N

 G
R

A
N

T
E

D
B

Y
T

he
 A

ut
ho

r:
P

ro
fe

ss
or

 M
oh

am
ed

Z
ia

d 
H

am
da

n
(P

H
.D

.)
; a

nd
T

he
 P

ub
lis

he
r:

M
od

er
n 

E
du

ca
tio

n
H

ou
se

T
O

 T
H

E
E

D
U

C
A

T
IO

N
A

L
R

E
S

O
U

R
C

E
S

IN
F

O
R

M
A

T
IO

N
C

E
N

T
E

R
(E

R
IC

).
"

M
O

D
E

R
N

 E
D

U
C

A
T

IO
N

H
O

U
S

E
P

.O
.B

ox
 8

15
36

5
Ja

ba
l A

m
m

an
T

el
ex

 2
14

10
S

he
pe

rd
F

ax
 0

09
62

(6
) 

68
45

61
 / 

68
67

90
A

M
M

A
N

 -
 J

O
R

D
A

N

is

3



C
on

te
nt

s
P

ar
t I

: P
ro

fe
ss

io
na

l N
ee

ds
 A

ss
es

sm
en

t
F

or
 R

en
ew

al
 / 

T
ra

in
in

g.

C
ha

pt
er

 IV
: U

ni
fy

in
g 

P
ro

fe
ss

io
na

l N
ee

ds
 a

nd
 E

st
ab

lis
hi

ng
B

eh
av

io
ra

l D
ig

ita
l B

as
es

 o
f T

ra
in

in
g 

D
es

ig
n.

In
tr

od
uc

tio
n

43

T
ra

in
in

g/
R

en
ew

al
 N

ee
ds

 o
f E

m
pl

oy
ee

s,
 O

rg
an

iz
at

io
n

43
C

ha
pt

er
 I:

 P
ro

lo
gu

e:
 T

he
 R

ef
or

m
at

io
n 

D
es

ig
n 

of
 T

ra
in

in
g.

an
d 

Jo
b 

A
 B

rie
f I

llu
st

ra
tio

n.
In

tr
od

uc
tio

n.
2

U
ni

fy
in

g 
P

ro
fe

ss
io

na
l N

ee
ds

 o
f t

he
 E

m
pl

oy
ee

s,
 th

e 
O

r-
45

T
he

 H
is

to
ry

 o
f T

ra
in

in
g 

- 
A

 S
ho

rt
 S

um
m

ar
y.

3
ga

ni
za

tio
n 

an
d 

th
e 

Jo
b.

C
ur

re
nt

 P
ro

bl
em

s 
of

 T
ra

in
in

g.
5

T
ra

ns
fo

rm
in

g 
U

ni
fie

d 
N

ee
ds

 in
to

 P
ro

fe
ss

io
na

l T
as

ks
 a

nd
47

T
he

 R
ef

or
m

at
io

n 
D

es
ig

n 
of

 T
ra

in
in

g
- 

A
 B

rie
f i

llu
st

ra
tio

n.
9

A
ct

s.

F
ou

nd
at

io
ns

 o
f t

he
 R

ef
or

m
at

io
n 

D
es

ig
n 

of
 T

ra
in

in
g.

...
.

...
...

11
A

ss
es

sm
en

t o
f F

ie
ld

 T
im

e 
N

ec
es

sa
ry

 fo
r 

Im
pl

em
en

tin
g

48
T

he
 M

et
ho

do
lo

gy
 o

f D
ev

el
op

in
g 

th
e 

R
ef

or
m

at
io

n 
D

es
ig

n
12

Jo
b 

A
ct

s.
of

 T
ra

in
in

g.
A

ss
es

sm
en

t o
f T

ra
in

in
g 

P
er

ce
nt

ag
es

 o
f A

ct
s 

an
d 

th
ei

r
49

W
ha

t C
om

es
 N

ex
t?

13
P

ar
al

le
l A

m
ou

nt
s 

of
 T

im
e 

w
ith

in
 a

 P
ro

gr
am

.

A
ss

es
sm

en
t o

f S
ub

-b
eh

av
io

rs
 w

ith
in

 J
ob

 A
ct

s 
&

 T
he

ir
54

C
ha

pt
er

 H
: P

ro
fe

ss
io

na
l N

ee
ds

 A
ss

es
sm

en
t o

f J
ob

.
P

ar
al

le
l T

ra
in

in
g 

P
er

io
ds

 w
ith

in
 a

 P
ro

gr
am

.
In

tr
od

uc
tio

n.
15

W
ha

t C
om

es
 N

ex
t?

56
T

he
 C

on
ce

pt
s 

of
 P

ro
fe

ss
io

na
l D

es
cr

ip
tio

n 
an

d 
A

na
ly

si
s.

15

T
he

 C
on

ce
pt

 o
f p

. J
ob

.
16

P
ro

fe
ss

io
na

l N
ee

ds
 A

ss
es

sm
en

t o
f a

 J
ob

 fo
r 

R
en

ew
al

18
P

ar
t I

!: 
D

es
ig

ni
ng

 th
e 

T
ra

in
in

g 
P

ro
gr

am
.

W
ha

t C
om

es
 N

ex
t?

28

C
ha

pt
er

 II
I: 

P
ro

fe
ss

io
na

l N
ee

ds
 A

ss
es

sm
en

t o
f O

rg
an

iz
a-

tio
n 

an
d 

E
m

pl
oy

ee
s.

In
tr

od
uc

tio
n.

T
he

 C
on

ce
pt

 o
f O

rg
an

iz
at

io
n.

T
he

 C
on

ce
pt

 o
f a

n 
E

m
pl

oy
ee

.

P
ro

fe
ss

io
na

l N
ee

ds
 A

ss
es

sm
en

t o
f O

rg
an

iz
at

io
n 

an
d

E
m

pl
oy

ee
s 

fo
r 

R
en

ew
al

/T
ra

in
in

g.

W
ha

t C
om

es
 N

ex
t?

.

4

29 29 30 33 42

C
ha

pt
er

 V
: T

he
 D

es
ig

n 
of

 T
ra

in
in

g 
C

ur
ric

ul
um

- 
T

he
G

oa
ls

, K
no

w
le

dg
e 

an
d 

A
ch

ie
ve

m
en

t A
ct

iv
i-

tie
s.

In
tr

od
uc

tio
n.

58

T
he

 D
es

ig
n 

of
 T

ra
in

in
g 

G
oa

ls
.

58
T

he
 D

es
ig

n 
of

 T
ra

in
in

g 
K

no
w

le
dg

e.
65

T
he

 D
es

ig
n 

of
 A

ch
ie

ve
m

en
t A

ct
iv

iti
es

.
67

W
ha

t C
om

es
 N

ex
t?

73

iv
5



C
ha

pt
er

 V
I: 

D
es

ig
ni

ng
 th

e 
In

st
ru

ct
io

n
of

 T
ra

in
in

g
M

et
ho

ds
, M

ed
ia

 &
 T

ec
hn

ol
og

ie
s.

In
tr

od
uc

tio
n.

75
C

on
ce

pt
s 

an
d 

T
yp

es
 o

f T
ra

in
in

g 
M

et
ho

ds
.

76
S

el
ec

tio
n 

C
rit

er
ia

 o
f T

ra
in

in
g 

M
et

ho
ds

.
77

A
 S

am
pl

e 
of

 M
et

ho
ds

 u
se

d 
in

T
ra

in
in

g.
78

S
el

ec
tio

n 
an

d 
D

es
cr

ip
tio

n 
of

 M
et

ho
ds

fo
r 

T
ra

in
in

g.
79

T
he

 C
on

ce
pt

 a
nd

T
yp

es
 o

f T
ra

in
in

g 
M

ed
ia

 a
nd

 T
ec

h-
81

no
lo

gi
es

.
S

el
ec

tio
n 

C
rit

er
ia

 o
f M

ed
ia

 a
nd

T
ec

hn
ol

og
ie

s 
fo

r 
T

ra
in

in
g.

82
S

el
ec

tio
n 

an
d 

D
es

cr
ip

tio
n 

of
 M

ed
ia

an
d 

T
ec

hn
ol

og
ie

s 
fo

r
82

T
ra

in
in

g.

M
ot

iv
at

io
na

l P
rin

ci
pl

es
 o

f P
ro

fe
ss

io
na

l I
nt

er
ac

tio
n 

in
 T

ra
in

-
in

g.

P
rin

ci
pl

es
 a

nd
 T

ec
hn

iq
ue

s 
of

O
rg

an
iz

in
g 

T
ra

in
ee

s 
an

d
T

ra
in

in
g 

S
er

vi
ce

s.

W
ha

t C
om

es
 N

ex
t?

9083 85

C
ha

pt
er

 V
II:

 T
he

 D
es

ig
n 

of
 H

um
an

an
d 

M
at

er
ia

l S
er

vi
ce

s.
In

tr
od

uc
tio

n.
91

S
el

ec
tin

g 
an

d 
D

es
cr

ib
in

g 
P

rim
ar

y
T

ra
in

in
g 

P
er

so
nn

el
.

91
S

el
ec

tin
g 

an
d 

D
es

cr
ib

in
g 

S
up

po
rt

T
ra

in
in

g 
P

er
so

nn
el

.
93

S
el

ec
tin

g
an

d
D

es
cr

ib
in

g 
T

ra
in

in
g

F
ac

ili
tie

s 
'a

nd
95

E
qu

ip
m

en
ts

.

S
el

ec
tin

g 
an

d 
D

es
cr

ib
in

g 
T

ra
in

in
g

M
ac

hi
ne

ry
 a

nd
 M

a-
te

ria
ls

.

A
ss

es
si

ng
 th

e 
O

ve
ra

ll 
B

ud
ge

t o
f T

ra
in

in
g.

99
D

es
ig

ni
ng

 th
e 

T
im

e 
T

ab
le

/P
ro

gr
am

 G
ui

de
of

 T
ra

in
in

g.
10

2
Q

ua
lit

at
iv

e 
C

rit
er

ia
 fo

r 
S

el
ec

tin
g 

H
um

an
S

er
vi

ce
s 

N
ee

de
d

10
4

by
 T

ra
in

in
g.

W
ha

t C
om

es
 N

ex
t?

10
5

P
ar

t I
ll:

 D
es

ig
ni

ng
P

ro
gr

am
 D

is
se

m
in

at
io

n 
an

d
E

va
lu

at
io

n.

C
ha

pt
er

 V
III

: D
es

ig
ni

ng
 th

e
T

ra
in

in
g 

D
oc

um
en

t, 
P

ro
gr

am
M

ar
ke

tin
g 

an
d 

P
re

pa
ra

tio
n 

fo
r

Im
pl

em
en

ta
-

tio
n.

In
tr

od
uc

tio
n.

10
7

W
rit

in
g 

th
e 

T
ra

in
in

g 
D

oc
um

en
t.

10
7

T
he

 D
es

ig
n 

of
 P

ro
gr

am
M

ar
ke

tin
g.

11
7

P
re

pa
ra

tio
n 

fo
r 

P
ro

gr
am

 Im
pl

em
en

ta
tio

n.
11

7
W

ha
t C

om
es

 N
ex

t?
11

9

C
ha

pt
er

 IX
: D

es
ig

ni
ng

 th
e 

E
va

lu
at

io
n

of
 T

ra
in

in
g 

-
P

ro
gr

am
's

 P
ro

du
ct

iv
ity

 a
nd

V
al

id
ity

.
In

tr
od

uc
tio

n.

T
yp

es
 a

nd
 P

ur
po

se
s 

of
 T

ra
in

in
g 

E
va

lu
at

io
n.

M
ea

su
re

s 
an

d 
T

oo
ls

 o
f T

ra
in

in
g

E
va

lu
at

io
n.

S
am

pl
e 

T
oo

ls
 o

f T
ra

in
in

g 
E

va
lu

at
io

n.

E
va

lu
at

io
n 

of
 P

ro
gr

am
's

P
ro

du
ct

iv
ity

 w
ith

 C
os

t -
 B

en
ef

it
A

na
ly

si
s.

E
va

lu
at

in
g 

P
ro

gr
am

's
 V

al
id

ity
 &

D
ec

id
in

g 
up

on
 it

s 
F

ut
ur

e.
W

ha
t C

om
es

 N
ex

t?

12
1

12
1

12
3

12
4

12
8

13
7

13
8

97
R

ef
er

en
ce

s
13

9

6

In
de

x
14

3

vi
7



Pr
ef

ac
e

In
se

rv
ic

e 
tr

ai
ni

ng
 a

s 
a 

fo
rm

 o
f c

on
tin

ui
ng

 e
du

ca
tio

n 
is

 v
ita

l t
o 

pr
o-

fe
ss

io
na

l s
uc

ce
ss

 a
s 

its
 c

ou
nt

er
pa

rt
 -

 th
e 

pr
e-

se
rv

ic
e 

pr
ep

ar
at

io
n.

W
hi

le
 th

e 
la

st
 in

tr
od

uc
es

 th
e 

pe
rs

on
 to

 n
ew

 k
no

w
le

dg
e,

 p
ro

fe
s-

si
on

s 
or

 s
ki

lls
, i

ns
er

vi
ce

 tr
ai

ni
ng

 o
n 

th
e 

ot
he

r 
ha

nd
 m

ai
nt

ai
ns

 a
fte

r-
w

ar
ds

 th
es

e 
pr

of
es

si
on

al
 in

pu
ts

 , 
up

da
te

s 
th

em
 a

nd
 im

pl
an

ts
 n

ew

on
es

 w
he

re
ve

r 
th

is
 d

ee
m

s 
ne

ce
ss

ar
y 

.

D
es

pi
te

 th
e 

im
m

en
se

 te
ch

no
lo

gi
ca

l a
dv

an
ce

s 
an

d 
th

e 
ex

pl
os

io
n 

of

kn
ow

le
dg

e 
th

at
 c

ha
ra

ct
er

iz
e 

m
an

y 
as

pe
ct

s 
of

 c
on

te
m

po
ra

ry
 li

fe
in

-

se
rv

ic
e 

tr
ai

ni
ng

 is
 s

til
l l

ac
ki

ng
 o

f a
 tr

ul
y 

di
sc

ip
lin

ed
 o

pe
ra

tio
na

l m
et

ho
-

do
lo

gy
. I

t i
s 

su
ffe

rin
g 

fr
om

 b
ei

ng
 d

is
cr

ip
tiv

e 
in

 n
at

ur
e,

 s
ub

je
ct

iv
e 

in
co

nd
uc

t a
nd

 s
om

ew
ha

t a
n 

op
en

 -
 e

nd
ed

 a
ct

iv
ity

.

W
ha

t t
ra

in
in

g 
re

al
ly

 n
ee

ds
 is

 a
n 

ac
co

un
ta

bl
e 

m
et

ho
do

lo
gy

 b
y 

w
hi

ch

al
l p

ro
fe

ss
io

na
l a

ct
s 

fr
om

 n
ee

ds
 a

ss
es

sm
en

t t
o 

ev
al

ua
tio

n 
of

 p
ro

du
c-

tiv
ity

, c
an

 b
e 

sc
ie

nt
ifi

ca
lly

 a
nd

 s
ys

te
m

at
ic

al
ly

 p
la

nn
ed

, d
ev

el
op

ed
 a

nd
im

pl
em

en
te

d.
 T

hi
s 

ha
nd

bo
ok

 p
re

se
nt

s 
a 

ne
w

 a
pp

ro
ac

h 
in

 th
is

 li
ne

th
at

 is
 b

eh
av

io
ra

l ,
 d

ig
ita

l a
nd

 o
pe

ra
tio

na
l i

n 
st

ru
ct

ur
e;

 s
at

is
fy

in
g 

as
 e

x-

pe
ct

ed
 th

e 
w

or
ki

ng
 n

ee
ds

 o
f t

he
 e

m
pl

oy
ee

, t
he

 o
rg

an
iz

at
io

n 
an

d 
th

e

jo
b 

.. 
th

e 
tr

io
 d

et
er

m
in

in
g 

fa
ct

or
s 

of
 a

ny
 tr

ai
ni

ng
 e

nd
ea

vo
r 

.

T
he

 p
ra

ct
ic

al
 a

nd
 a

ca
de

m
ic

 v
al

id
ity

 a
nd

 r
el

ia
bi

lit
y 

of
 th

e 
ap

pr
oa

ch

w
er

e 
te

st
ed

 b
y 

th
e 

A
ut

ho
r 

th
ro

ug
h 

th
e 

im
pl

em
en

ta
tio

n 
of

 tw
o

pr
of

es
-

si
on

al
 p

ro
gr

am
s:

 "
S

pe
ci

al
is

ts
 o

f T
ra

in
in

g"
 a

nd
 M

an
ag

er
s 

of
 'T

ra
in

in
g

A
dm

in
is

tr
at

io
ns

".
 T

he
 r

es
ul

ts
 w

er
e 

hi
gh

ly
 e

nc
ou

ra
gi

ng
 .

W
hi

le
 th

e 
ap

pr
oa

ch
 is

 b
el

ie
ve

d 
to

 b
e 

di
ffe

re
nt

 fr
om

 w
ha

t i
s 

av
ai

la
bl

e

in
 th

e 
fie

ld
 , 

it 
op

er
at

es
 w

ith
 a

bo
ut

 th
irt

y 
fo

rm
s 

; l
ea

di
ng

 w
he

n 
us

ed
 s

ys
-

te
m

at
ic

al
ly

 to
 a

 tr
ai

ni
ng

 p
ro

gr
am

 th
at

 is
 v

al
id

 , 
ac

co
un

ta
bl

e 
an

d 
ef

fe
-

de
nt

.

8
vi

i

M
or

e 
va

lid
ity

 a
nd

 r
el

ia
bi

lit
y 

te
st

in
g 

of
 th

e 
ap

pr
oa

ch
 is

es
se

nt
ia

l h
ow

-

ev
er

, t
o 

pr
ov

e 
its

 fi
na

l w
or

ka
bi

lit
y 

in
 d

iff
er

en
te

nv
iro

nm
en

ts
 u

nd
er

 v
ar

-

ie
d 

co
nd

iti
on

s.
 T

he
re

fo
re

, t
ra

in
in

g 
pa

rt
ie

s 
ar

e 
w

el
co

m
ed

 to
pr

ov
id

e

th
an

kf
ul

ly
 th

e 
A

ut
ho

r 
w

ith
 a

ny
 fe

ed
ba

ck
 c

on
ce

rn
in

g 
th

is
 m

at
te

r.
M

or
e-

ov
er

,
if 

ad
di

tio
na

l c
la

rif
ic

at
io

ns
 o

r 
tr

ai
ni

ng
 a

ss
is

ta
nc

e
re

ga
rd

in
g 

th
e

ap
pl

ic
at

io
n 

of
 th

e 
ap

pr
oa

ch
 a

re
 n

ee
de

d,
 c

on
ta

ct
s 

w
ith

 th
e

A
ut

ho
r 

ar
e

al
so

 w
el

co
m

ed
 o

n 
th

e 
st

at
ed

 a
dd

re
ss

 o
f J

or
da

n.

F
in

al
ly

, s
pe

ci
al

 th
an

ks
 s

ho
ul

d 
go

 to
 D

r.
 K

ar
en

 L
. M

ar
cu

m
,

th
e 

di
re

c-

to
r 

of
 th

e 
A

m
er

ic
an

 L
an

gu
ag

e 
C

en
te

r 
in

 A
m

m
an

 -
Jo

rd
an

 fo
r 

re
ad

in
g

th
e 

m
an

us
cr

ip
t a

nd
 m

ak
in

g 
lin

gu
is

tic
 a

nd
 ty

pi
ng

co
rr

ec
tio

ns
. T

he
 fi

na
l

la
ng

ua
ge

 a
nd

 a
ca

de
m

ic
 q

ua
lit

ie
s 

of
 th

e 
te

xt
 r

em
ai

n 
ho

w
ev

er
,t

he
 s

ol
e

re
sp

on
si

bi
lit

y 
of

 th
e 

A
ut

ho
r.

V
III

M
.Z

H
.

M
ay

 2
9 

, 1
99

2



Pa
rt

 I
:

Pr
of

es
si

on
al

 N
ee

ds
 A

ss
es

sm
en

t F
or

R
en

ew
al

 / 
T

ra
in

in
g

1.
 P

ro
lo

gu
e:

 T
he

 R
ef

or
m

at
io

n 
D

es
ig

n 
of

T
ra

in
in

g.
2.

P
ro

fe
ss

io
na

l N
ee

ds
 A

ss
es

sm
en

t o
f J

ob
.

3.
P

ro
fe

ss
io

na
l N

ee
ds

 A
ss

es
sm

en
t o

f
O

rg
an

iz
at

io
n 

an
d 

E
m

pl
oy

ee
s.

4.
U

ni
fy

in
g 

P
ro

fe
ss

io
na

l N
ee

ds
 a

nd
 E

st
a-

bl
is

hi
ng

 th
e 

B
eh

av
io

ra
l D

ig
ita

l B
as

es
 o

f
T

ra
in

in
g 

D
es

ig
n.

10
1

C
ha

pt
er

1

Pr
ol

og
ue

: T
he

 R
ef

or
m

at
io

n 
D

es
ig

n 
of

T
ra

in
in

g

In
tr

od
uc

tio
n

T
ra

in
in

g 
is

 a
 d

ire
ct

 a
pp

ro
ac

h 
to

 e
du

ca
tio

n
.
It 

co
nc

er
ns

 it
se

lf 
w

ith
 th

e
be

ha
vi

or
al

 d
ev

el
op

m
en

t o
f i

nd
iv

id
ua

ls
 b

y 
br

in
gi

ng
 th

ei
r 

in
ad

eq
ua

te
pr

of
es

si
on

al
 s

ta
tu

s 
to

 it
s 

re
qu

ire
d 

le
ve

l o
f p

er
fo

rm
an

ce
.

T
ra

in
in

g 
al

so
 is

 a
 b

eh
av

io
ra

l o
pe

ra
tio

na
l a

ct
, n

ec
es

si
ta

tin
g 

si
m

ul
ta

-
ne

ou
sl

y 
th

e 
ap

pl
ic

at
io

n 
of

 b
ot

h 
th

eo
re

tic
al

 a
nd

 p
ra

ct
ic

al
 k

no
w

le
dg

e.
It

di
ffe

rs
 fo

r 
ex

am
pl

e 
fr

om
 s

ch
oo

l e
du

ca
tio

n 
w

he
re

 c
og

ni
tiv

e
- 

ar
m

ch
ai

r
ep

is
te

m
ol

og
y 

is
 d

om
in

an
t

.

T
ra

in
in

g 
m

or
eo

ve
r 

co
nc

en
tr

at
es

 o
n 

re
al

ity
, o

r 
on

 th
e 

fe
lt 

ne
ed

s
of

em
pl

oy
ee

s,
 o

rg
an

iz
at

io
n 

an
d 

/ o
r 

jo
b,

 w
he

th
er

 th
es

e 
ne

ed
s

be
lo

ng
 to

th
e 

pr
es

en
t o

r 
im

m
ed

ia
te

 fu
tu

re
.

C
ur

re
nt

 li
te

ra
tu

re
 o

n 
tr

ai
ni

ng
, t

ho
ug

h 
co

nt
ai

ns
 tr

em
en

do
us

in
fo

rm
a-

tio
n 

co
nc

er
ni

ng
: g

oa
ls

, s
ki

lls
, s

te
ps

 / 
st

ag
es

, m
et

ho
ds

, m
ed

ia
, t

ec
hn

ol
-

og
ie

s,
 s

up
po

rt
 s

er
vi

ce
s,

 m
er

its
 a

nd
 p

ro
bl

em
s,

 is
 c

on
si

de
re

d
ve

ry
 u

se
-

fu
l f

or
 u

nd
er

st
an

di
ng

 a
nd

 g
ui

di
ng

 tr
ai

ni
ng

 a
ct

s,
 h

ow
ev

er
, i

t
is

 s
ee

n
ge

ne
ra

lly
 in

-o
pe

ra
tio

na
l. 

It 
st

op
s 

sh
or

t f
ro

m
 p

ro
vi

di
ng

 tr
ai

ni
ng

sp
ec

ia
l-

is
ts

 w
ith

 o
bj

ec
tiv

e 
an

d 
ra

tio
na

l m
ec

ha
ni

sm
 b

y 
w

hi
ch

 th
ey

 c
ou

ld
sc

ie
nt

if-
ic

al
ly

 p
la

n,
 c

on
st

ru
ct

 a
nd

 im
pl

em
en

t a
 p

ro
fe

ss
io

na
l d

ev
el

op
m

en
t

pr
o-

gr
am

.
It 

is
 n

ot
ic

ed
 in

 th
is

 c
on

te
xt

, t
ha

t w
hi

le
 s

om
e 

so
ur

ce
s 

(1
) 

ap
pe

ar
 to

 b
e

so
m

ew
ha

t o
pe

ra
tio

na
l, 

e.
g 

A
be

lla
 (

19
89

),
 F

re
ed

m
an

 a
nd

Y
ar

br
ou

gh
(1

98
5)

, a
nd

 R
og

of
f (

19
87

),
 m

an
y 

ot
he

rs
ar

e 
st

ill
 e

xc
lu

si
ve

ly
 d

es
cr

ip
-

tiv
e,

 in
co

he
re

nt
 a

nd
 o

pe
n

- 
en

de
d 

tr
ea

tm
en

ts
 o

f t
ra

in
in

g.
 H

en
ce

, t
he

y
ar

e 
in

co
m

pa
tib

le
 w

ith
 th

e 
te

ch
ni

ca
l, 

be
ha

vi
or

al
 a

nd
 s

tr
ic

tly
 ti

m
e-

bo
un

d
ac

ts
 o

f t
ra

in
in

g.
W

ha
t t

ra
in

in
g 

ac
tu

al
ly

 n
ee

ds
 is

 a
n 

ac
co

un
ta

bl
e 

an
d 

in
te

gr
at

ed
lit

er
a-

tu
re

, s
pe

ci
fic

 a
nd

 c
on

ci
se

 in
 la

ng
ua

ge
, i

ns
tr

um
en

ta
l i

n 
m

et
ho

do
lo

gy
,

an
d 

m
ea

su
ra

bl
e 

in
 c

on
te

nt
 a

nd
 p

ro
du

ct
s.

 In
su

m
: a

 d
ow

n-
to

-e
ar

th
 o

p-
er

at
io

na
l l

ite
ra

tu
re

.
T

he
 r

at
io

na
l m

et
ho

d 
to

 a
ch

ie
ve

 th
es

e 
qu

al
iti

et
, i

n 
tr

ai
ni

ng
is

 p
os

si
-

bl
e 

th
ro

ug
h 

co
nt

ro
lin

g 
th

e 
qu

al
ity

 o
f i

ts
 a

ttr
ib

ut
es

:
pr

og
ra

m
s 

an
d 

ex
e-

2

11



cu
tio

n.
 A

 n
re

lim
in

ar
y 

to
ol

 b
y 

w
hi

ch
 o

ne
 c

ou
ld

 e
xe

rt
 h

is
 p

ro
fe

ss
io

na
lis

m
in

 th
is

 r
eg

ar
d 

is
 e

m
be

dd
ed

 in
 th

e 
ar

t a
nd

 s
ci

en
ce

 o
f d

es
ig

ni
ng

.
D

es
ig

ni
ng

 is
 p

ro
ba

bl
y 

th
e 

fir
st

 a
ct

 th
at

 G
od

 u
se

d 
in

 c
re

at
in

g 
th

e 
un

i-
ve

rs
e.

 T
ra

in
in

g,
 w

ith
ou

t d
es

ig
ni

ng
, w

ill
 n

ot
 le

ad
 to

 p
ro

fe
ss

io
na

l d
ev

el
-

op
m

en
t o

f p
eo

pl
e 

in
 th

e 
pr

op
er

 s
en

se
. W

ith
 p

oo
r 

de
si

gn
in

g,
 th

er
e

co
ul

d 
be

 m
an

y 
lo

ss
es

 in
 m

an
po

w
er

, t
im

e,
 e

ffo
rt

s,
 lo

gi
st

ic
s 

an
d 

ou
t-

co
m

es
.

T
hu

s,
 c

on
si

de
rin

g 
th

e 
ul

tim
at

e 
im

po
rt

an
ce

 o
f d

es
ig

n 
fo

r 
tr

ai
ni

ng
,

th
is

 b
oo

k 
pr

es
en

ts
 a

 s
ys

te
m

at
ic

 b
eh

av
io

ra
l a

nd
 d

ig
ita

l a
pp

ro
ac

h.
 It

 is
ho

pe
d 

th
at

 th
e 

ne
w

ly
 d

ev
el

op
ed

 m
et

ho
do

lo
gy

 is
 c

ap
ab

le
 o

f r
ef

or
m

in
g

th
e 

de
si

gn
in

g 
pr

oc
es

se
s 

of
 tr

ai
ni

ng
, h

el
pi

ng
 s

pe
ci

al
is

ts
 to

 p
ul

l t
og

et
h-

er
 th

e 
va

rio
us

 p
ie

ce
s 

of
 tr

ai
ni

ng
 d

at
a,

 fa
ct

or
s 

an
d 

ac
tiv

iti
es

, a
nd

 to
 o

b-
ta

in
, c

on
se

qu
en

tly
, t

he
 p

ro
fe

ss
io

na
l d

ev
el

op
m

en
t p

ro
gr

am
s 

w
hi

ch
th

ey
 s

ee
k 

to
 a

ch
ie

ve
.

T
he

 H
is

to
ry

 o
f T

ra
in

in
g 

- 
A

 S
ho

rt
 S

um
m

ar
y

T
ra

in
in

g,
 li

ke
 te

ac
hi

ng
, i

s 
a 

pr
eh

is
to

ric
(2

) 
an

d 
st

ill
 p

er
si

st
in

g 
hu

m
an

ac
tiv

ity
. I

t o
cc

up
ie

d 
a 

go
od

 p
ar

t o
f d

ai
ly

 a
ct

iv
iti

es
 o

f e
ar

ly
 s

et
tle

m
en

ts
 o

f
hu

m
an

 k
in

d,
 p

ro
ba

bl
y 

w
ith

 th
e 

es
ta

bl
is

hm
en

t o
f h

un
tin

g 
co

m
m

un
iti

es
du

rin
g 

th
e 

O
ld

 S
to

ne
 A

ge
, a

 m
ill

io
n 

or
 m

or
e 

ye
ar

s 
ag

o.
O

ne
 c

ou
ld

 a
ls

o 
in

fe
r 

fr
om

 h
is

to
ry

 th
at

 p
rim

iti
ve

 m
an

 o
f t

he
 S

to
ne

A
ge

, i
ni

tia
te

d 
th

e 
fir

st
 ty

pe
 o

f t
ra

in
in

g,
 th

at
 is

 th
e 

In
fo

rm
al

 m
et

ho
d,

to
 h

el
p 

hi
s 

of
fs

pr
in

gs
 a

nd
 fe

llo
w

 m
en

 d
ev

el
op

 th
e 

ba
si

c 
lif

e 
sk

ill
s,

 s
uc

h
as

: m
ak

in
g 

st
on

e 
w

ea
po

ns
, a

ni
m

al
 s

ki
n 

dr
es

se
s,

 w
oo

d 
ut

in
ce

ls
 a

nd
dw

el
lin

gs
.

W
ith

 th
e 

ad
ve

nt
 o

f T
he

 M
od

em
 S

to
re

 A
ge

, a
bo

ut
 7

00
0-

30
00

 B
.C

,
ne

w
 h

um
an

 d
ev

el
op

m
en

ts
 h

ad
 e

m
er

ge
d 

w
ith

in
 th

e 
re

al
m

 o
f t

ra
in

in
g,

su
ch

 a
s:

 th
e 

w
rit

te
n 

la
ng

ua
ge

, a
gr

ic
ul

tu
ra

l s
et

tle
m

en
ts

, b
ot

te
ry

 in
du

s-
tr

y 
an

d 
do

m
es

tic
at

io
n 

of
 a

ni
m

al
s.

 D
es

pi
te

 o
f a

ll 
th

es
e 

de
ve

lo
pm

en
ts

,
tr

ai
ni

ng
 is

 b
el

ie
ve

d 
to

 h
av

e 
re

m
ai

ne
d,

 d
ur

in
g 

th
is

 lo
ng

 p
er

io
d 

of
 h

u-
m

an
 h

is
to

ry
, a

n 
in

fo
rm

al
 la

bo
r.

T
he

 s
ec

on
d 

pr
in

ci
pa

l s
hi

ft 
in

 th
e 

st
at

us
 o

f t
ra

in
in

g 
ca

m
e 

ab
ou

t t
o-

w
ar

d 
th

e 
be

gi
nn

in
g 

of
 r

ec
or

de
d 

hi
st

or
y 

ar
ou

nd
 3

00
0 

B
.C

. D
ur

in
g 

th
is

er
a,

 th
e 

po
pu

la
rly

 o
rg

an
iz

ed
 m

et
ho

d 
by

 m
ea

ns
 o

f a
pp

re
nt

ic
e-

sh
ip

, w
as

 w
id

el
y 

pr
ac

tic
ed

 in
 M

es
op

ot
am

ia
. T

he
 u

se
 o

f t
hi

s 
m

et
ho

d,
w

hi
ch

 is
 s

til
l e

ffe
ct

iv
e 

fo
r 

th
e 

co
nd

uc
t o

f t
ra

in
in

g 
un

til
 to

da
y,

 w
as

 d
oc

u-
m

en
te

d 
in

 B
ab

yl
on

ia
 a

t t
he

 y
ea

r 
21

00
 B

.0
 (

3)

3

12

A
pp

re
nt

ic
es

hi
p,

 in
 s

pi
te

 o
f t

he
 p

ro
fo

un
d 

ch
an

ge
s 

w
ith

in
 h

um
an

 li
fe

w
hi

ch
 to

ok
 p

la
ce

 th
ro

ug
ho

ut
 th

e 
la

st
 fo

ur
 th

ou
sa

nd
 y

ea
rs

, i
s 

ye
t p

re
-

va
ili

ng
 to

 a
 la

rg
e 

de
gr

ee
. A

nc
ie

nt
, m

ed
ie

va
l a

nd
 r

ec
en

t s
oc

ie
tie

s 
up

 to
ei

gh
te

en
th

 c
en

tu
ry

, u
se

d 
ap

pr
en

tic
es

hi
p 

as
 a

 b
as

ic
 p

op
ul

ar
 m

et
ho

d
fo

r 
de

ve
lo

pi
ng

 a
lm

os
t a

ll 
da

ily
 li

fe
 s

ki
lls

, f
ro

m
 fa

rm
in

g,
 c

om
m

er
ce

, h
an

d
cr

af
ts

 a
nd

 in
du

st
ry

, s
po

rt
s,

 r
ea

rin
g 

/ e
du

ca
tio

n 
of

 th
e 

yo
un

g,
 to

 th
e 

in
-

cu
lc

at
io

n 
of

 r
el

ig
io

n.
D

ur
in

g 
th

e 
ei

gh
te

en
th

 c
en

tu
ry

 h
ow

ev
er

, t
ra

in
in

g 
w

as
 tr

an
sf

or
m

ed
to

 a
 n

ew
 th

ird
 a

pp
ro

ac
h 

th
at

 is
 th

e 
fo

rm
al

 m
et

ho
d.

 F
ro

m
 th

at
 p

er
io

d
on

, t
ra

in
in

g 
be

ca
m

e 
an

 a
dm

in
is

tr
at

iv
e,

 c
er

tif
ic

at
ed

 b
us

in
es

s 
...

 a
n 

in
-

te
nd

ed
 s

ch
oo

lin
g,

 a
nd

 a
 r

el
at

iv
el

y 
cu

rr
ic

ul
ar

 p
ur

su
it.

In
 th

e 
U

ni
te

d 
S

ta
te

s 
fo

r 
ex

am
pl

e,
 M

or
av

ia
n 

B
ro

th
er

s 
es

ta
bl

is
he

d 
in

17
45

 a
 tr

ai
ni

ng
 c

en
tr

e 
in

 B
et

hl
eh

em
 P

a.
 T

he
 n

in
et

ee
nt

h 
ce

nt
ur

y
m

or
eo

ve
r 

w
as

 c
ha

ra
ct

er
iz

ed
 b

y 
th

e 
fo

un
da

tio
n 

of
 fa

ct
or

y 
tr

ai
ni

ng
sc

ho
ol

s.
 H

o 
an

d 
A

ss
oc

ia
te

s,
 a

nd
 W

es
tin

gh
ou

se
 s

ch
oo

ls
(4

 )
 a

re
 ju

st
 a

fe
w

 e
xa

m
pl

es
.

T
hr

ou
gh

ou
t t

he
 fi

rs
t h

al
f o

f t
he

 tw
en

tie
th

 c
en

tu
ry

, t
ra

in
in

g 
ha

d 
w

it-
ne

ss
ed

 fu
rt

he
r 

de
ve

lo
pm

en
ts

, c
ov

er
in

g 
m

an
y 

of
 it

s 
en

de
av

or
s 

lik
e 

th
e

se
tti

ng
 u

p 
of

 p
ro

fe
ss

io
na

l a
ffi

lia
tio

ns
 (

e.
g.

 A
S

T
D

, N
S

P
, A

S
A

P
) 

an
d 

th
e

ex
te

ns
iv

e 
us

e 
of

 n
ew

 m
et

ho
ds

 (
e.

g.
 la

bo
ra

to
ry

 tr
ai

ni
ng

, c
as

e 
st

ud
ie

s,
pr

og
ra

m
m

ed
 tr

ai
ni

ng
 a

nd
 d

em
on

st
ra

tio
n(

5)
).

 T
ra

in
in

g 
be

ca
m

e 
a 

m
or

e
pl

an
ne

d,
 te

ch
ni

ca
l a

nd
 s

ta
nd

ar
di

ze
d 

ac
tiv

ity
; t

hu
s,

 a
ch

ie
vi

ng
 it

s 
fo

ur
th

m
aj

or
 d

ev
el

op
m

en
t: 

th
e 

ac
ad

em
ic

 m
et

ho
d 

or
 th

e 
ne

o-
te

ch
ni

ca
l f

or
-

m
al

 m
et

ho
d.

In
 a

dd
iti

on
, t

he
 s

ec
on

d 
ha

lf 
of

 th
is

 c
en

tu
ry

, w
ith

 it
s 

ac
ce

le
ra

tin
g

te
ch

no
lo

gi
ca

l a
dv

an
ce

s,
 k

no
w

le
dg

e 
ex

pl
os

io
n,

 a
nd

 th
e 

fe
ve

r 
of

 n
ar

-
ro

w
 s

pe
ci

al
iz

at
io

n,
 h

as
 c

on
tr

ib
ut

ed
 im

m
en

se
ly

 to
 th

e 
fo

rm
at

io
n 

of
 tr

ai
n-

in
g 

as
 a

 s
pe

ci
al

iz
ed

 fi
el

d 
of

 s
tu

dy
 a

nd
 p

ra
ct

ic
e 

w
ith

 m
uc

h 
te

ch
no

lo
gy

 a
t

its
 d

is
po

sa
l.

T
hi

s 
ne

w
 s

ta
tu

s 
pa

ve
d 

th
e 

w
ay

 fo
r 

tr
ai

ni
ng

 to
 c

ry
st

al
liz

e 
its

 o
w

n 
te

r-
m

in
ol

og
y;

 a
nd

 to
 h

av
e 

al
so

 it
s 

ow
n 

ep
is

te
m

ol
og

y,
 s

pe
ci

al
is

ts
, a

du
lt

le
ar

ne
rs

, p
ro

fe
ss

io
na

l m
at

er
ia

ls
, r

es
ou

rc
es

, f
ac

ili
tie

s,
 e

qu
ip

m
en

t, 
m

a-
ch

in
er

y,
 te

ch
no

lo
gy

, m
ed

ia
 a

nd
 m

et
ho

ds
. T

ra
in

in
g 

at
 la

st
 h

as
 c

on
ve

rt
-

ed
 to

 a
 c

on
te

m
po

ra
ry

 s
ig

ni
fic

an
t s

ci
en

ce
: a

 c
om

pe
lli

ng
 b

ra
nc

h 
of

 th
e

ap
pl

ie
d 

sc
ie

nc
es

. A
s 

a 
re

su
lt

, t
ra

in
in

g 
ha

s 
ac

hi
ev

ed
 it

s 
fif

th
 w

or
ki

ng
ap

pr
oa

ch
th

at
 is

 th
e 

sc
ie

nt
ifi

c 
m

et
ho

d.
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C
ur

re
nt

 P
ro

bl
em

s 
of

 T
ra

in
in

g
T

ra
in

in
g 

as
 a

 n
ew

ly
 fo

rm
ul

at
ed

 s
ci

en
ce

 a
nd

 p
ro

fe
ss

io
n,

 fa
ce

s 
m

an
y

pr
ob

le
m

s 
in

 b
ot

h 
de

ve
lo

pe
d 

an
d 

de
ve

lo
pi

ng
 c

ou
nt

rie
s.

 T
he

se
 p

ro
b-

le
m

s 
se

em
 p

ro
fo

un
d 

an
d 

co
m

pr
eh

en
si

ve
, c

ov
er

in
g 

al
m

os
t

ev
er

y 
as

-
pe

ct
 o

f h
um

an
 e

nd
ea

vo
r.

In
 th

e 
U

ni
te

d 
S

ta
te

s,
 tr

ai
ni

ng
 in

 th
e 

sp
he

re
s 

of
 e

du
ca

tio
n,

 b
us

in
es

s
an

d 
pu

bl
ic

 s
er

vi
ce

s 
is

 s
ev

er
el

y 
cr

iti
ci

ze
d 

by
 a

 n
um

be
r 

of
 s

pe
ci

al
is

ts
.

O
ne

 w
rit

er
(6

) 
ha

s 
co

nf
irm

ed
 th

at
 th

e 
hi

st
or

y 
of

 e
du

ca
tio

na
l t

ra
in

in
g 

/
pr

og
ra

m
s 

du
rin

g 
th

e 
la

st
 o

ne
 h

un
dr

ed
 a

nd
 tw

en
ty

 fi
ve

 y
ea

rs
, a

pp
ea

rs
to

 b
e 

di
m

 a
nd

 u
ne

nc
ou

ra
gi

ng
. T

he
 p

ro
fe

ss
io

na
l d

ev
el

op
m

en
t o

n 
th

e
w

ho
le

 h
as

 b
ee

n 
ta

ke
n 

fo
r 

gr
an

te
d;

 a
nd

 is
 la

ck
in

g 
th

e 
ap

pr
op

ria
te

sy
s-

te
m

at
ic

 m
et

ho
do

lo
gy

. H
en

ce
, t

he
 g

en
er

at
ed

 r
es

ul
ts

 a
re

 c
ha

ra
ct

er
iz

ed
as

 m
ed

io
cr

e 
an

d 
un

co
nv

in
ci

ng
.

O
th

er
s(

7)
 a

ss
ur

ed
 th

e 
ab

ov
e,

 a
dd

in
g 

th
at

 tr
ai

ne
rs

se
em

 in
ca

pa
bl

e
of

 li
vi

ng
 u

p 
to

 th
e 

re
sp

on
si

bi
lit

ie
s 

ex
pe

ct
ed

 fr
om

 th
em

. T
ra

in
in

g
pr

o-
gr

am
s,

 to
o,

 p
ro

ve
d 

ge
ne

ra
lly

 to
 b

e 
in

ef
fe

ct
iv

e 
du

e 
to

 th
e 

ab
se

nc
e 

of
th

e 
th

eo
re

tic
al

 a
nd

 o
rg

an
iz

at
io

na
l f

ra
m

ew
or

ks
 w

hi
ch

 ta
ke

 in
to

 a
cc

ou
nt

th
e 

pr
in

ci
pl

es
, t

he
or

ie
s 

an
d 

re
se

ar
ch

 fi
nd

in
gs

 o
f a

nd
ra

go
gy

. M
or

eo
-

ve
r,

 th
e 

he
si

ta
nc

e 
to

 a
pp

ly
 o

ng
oi

ng
 s

oc
ia

l, 
sc

ie
nt

ifi
c,

 a
nd

 te
ch

no
lo

gi
-

ca
l d

ev
el

op
m

en
ts

 h
as

 a
dd

ed
 to

 th
e 

pr
ob

le
m

s 
of

 th
e 

tr
ai

ni
ng

 fi
el

d.
A

 fi
na

l c
rit

ic
al

 r
em

ar
k 

co
nc

er
ni

ng
 th

e 
w

ea
kn

es
se

s 
of

 tr
ai

ni
ng

 in
 th

e
U

.S
., 

is
 n

ot
ed

 b
y 

th
e 

re
ce

nt
 p

ro
fe

ss
io

na
l b

oo
k 

of
 th

e 
A

S
T

D
M

. I
t c

ite
s

th
at

 tr
ai

ni
ng

 is
 s

uf
fe

rin
g 

fr
om

 m
an

y 
de

fic
ie

nc
ie

s,
 p

ar
tic

ul
ar

ly
 in

 th
e

re
al

m
 o

f h
um

an
 s

er
vi

ce
s.

 T
ra

in
in

g 
pe

rs
on

ne
l, 

it 
in

di
ca

te
s,

 a
re

 s
ee

m
in

g-
ly

 in
 n

ee
d 

of
 p

ro
fe

ss
io

na
l d

ev
el

op
m

en
t a

s 
is

 th
e 

ca
se

 o
f t

he
ir 

tr
ad

iti
on

-
al

 c
us

to
m

er
s:

 th
e 

tr
ai

ne
es

. V
er

y 
fe

w
 o

f t
he

m
 (

e.
g.

 o
nl

y 
2%

on
 th

e 
un

-
de

rg
ra

du
at

e 
le

ve
l a

nd
 6

.1
%

 o
n 

th
e 

gr
ad

ua
te

 le
ve

l) 
ar

e 
fo

un
d 

to
 b

e
pr

ep
ar

ed
 p

ro
fe

ss
io

na
lly

 fo
r 

tr
ai

ni
ng

. I
t g

oe
s 

on
 to

 d
et

ai
l t

ha
t 8

5%
 o

f a
ll

w
or

ki
ng

 p
er

so
nn

el
 in

 th
e 

tr
ai

ni
ng

 fi
el

d 
ar

e 
re

cr
ui

te
d 

fr
om

 d
iff

er
en

t
oc

-
cu

pa
tio

na
l a

nd
 a

ca
de

m
ic

 b
ac

kg
ro

un
ds

 o
th

er
 th

an
 tr

ai
ni

ng
 p

er
 s

e.
T

he
 p

ro
bl

em
s 

of
 tr

ai
ni

ng
 in

 d
ev

el
op

in
g 

co
un

tr
ie

s 
ar

e 
m

or
e 

ac
ut

e
th

an
 in

 th
ei

r 
de

ve
lo

pe
d 

co
un

te
rp

ar
ts

 in
 th

e 
w

es
t. 

T
he

 r
ea

so
ns

, w
hi

ch
ar

e 
so

m
ew

ha
t u

nd
er

st
an

da
bl

e,
 g

o 
ba

ck
 to

 th
e 

la
ck

 o
f q

ua
lif

ie
d 

hu
m

an
,

ed
uc

at
io

na
l, 

m
at

er
ia

l, 
an

d 
ad

m
in

is
tr

at
iv

e 
re

so
ur

ce
s.

 K
er

rig
an

 a
nd

 L
uk

e
(1

98
7)

M
, a

nd
 S

ha
ffe

r 
(1

97
4)

(1
0)

 o
ffe

r 
a 

m
ea

ni
ng

fu
l t

re
at

m
en

t
in

 th
is

 r
e-

ga
rd

.

14
5

F
ur

th
er

, P
an

 A
ra

b 
S

ta
te

s 
of

 th
e 

M
id

dl
e 

E
as

t h
av

e 
ex

pe
rie

nc
ed

, l
ik

e
m

an
y 

ot
he

r 
de

ve
lo

pi
ng

 c
ou

nt
rie

s,
 s

ev
er

al
 p

ro
bl

em
s 

in
 tr

ai
ni

ng
. T

he
A

ut
ho

r 
of

 th
is

 b
oo

k,
 a

s 
a 

fu
ll-

tim
e 

tr
ai

ne
r 

du
rin

g 
19

88
/1

98
9 

at
 th

e 
In

st
i-

tu
te

 o
f P

ub
lic

 A
dm

in
is

tr
at

io
n 

(R
iy

ad
h-

S
au

di
 A

ra
bi

a)
, u

se
d 

a 
qu

es
tio

n-
na

ire
 w

ith
 a

bo
ut

 fi
fty

 tr
ai

ne
es

 w
ho

 p
ar

tic
ip

at
ed

 in
 th

re
e 

in
se

rv
ic

e 
pr

o-
gr

am
s.

* 
T

he
 p

ro
bl

em
at

ic
 r

et
ur

ns
 o

f t
he

 q
ue

st
io

nn
ai

re
 a

re
 g

ro
up

ed
w

ith
in

 th
e 

fo
llo

w
in

g 
ca

te
go

rie
s 

:

A
dm

in
is

tr
at

iv
e 

P
ro

bl
em

s 
:

T
he

 m
ai

n 
ad

m
in

is
tr

at
iv

e 
pr

ob
le

m
s 

ar
e 

fo
un

d 
to

 b
e:

1.
 T

he
 in

ef
fic

ie
nt

 o
rg

an
iz

at
io

na
l s

tr
uc

tu
re

 o
f t

ra
in

in
g 

de
pa

rt
m

en
ts

 w
ith

-
in

 g
ov

er
nm

en
ta

l a
ge

nc
ie

s 
or

 m
in

is
tr

ie
s.

 T
he

se
 in

te
rn

al
 b

ra
nc

he
s 

of
tr

ai
ni

ng
 a

re
 u

su
al

ly
 p

la
ce

d 
un

de
r 

di
re

ct
 s

up
er

vi
si

on
 a

nd
 r

ul
es

 o
f

th
ei

r 
sp

on
so

re
d 

in
st

itu
tio

ns
. T

he
y 

do
n'

t h
av

e 
bu

dg
et

s 
of

 th
ei

r 
ow

n,
no

r 
ha

ve
 th

ey
 c

le
ar

-c
ut

 tr
ai

ni
ng

 p
ol

ic
ie

s,
 in

de
pe

nd
en

t d
ec

is
io

nm
ak

-
in

g 
or

 o
pe

ra
tin

g 
he

ad
gu

ar
te

rs
.

F
ur

th
er

, t
he

y 
ar

e 
ex

pe
ct

ed
 to

 fo
llo

w
 li

te
ra

lly
 th

e 
ad

m
in

is
tr

at
iv

e 
in

-
st

ru
ct

io
ns

 a
nd

 w
is

he
s 

of
 th

e 
su

pe
rv

is
or

s 
or

 to
p 

of
fic

er
s.

 C
on

se
-

qu
en

tly
, t

he
 tr

ai
ni

ng
 r

ol
es

 o
f t

he
se

 d
ep

ar
tm

en
ts

 a
pp

ea
r 

to
 b

e
ve

ry
m

ar
gi

na
l, 

an
d 

lim
ite

d 
to

 p
ap

er
 w

or
k

.

2.
 T

he
 a

bs
en

ce
 o

f c
oo

rd
in

at
io

n 
am

on
g 

va
rio

us
 a

dm
in

is
tr

at
io

ns
 w

ith
in

th
e 

sa
m

e 
m

in
is

tr
y 

or
 a

ge
nc

y 
co

nc
er

ni
ng

 tr
ai

ni
ng

. E
ac

h 
ad

m
in

is
tr

a-
tio

n 
se

es
 it

se
lf 

as
 th

e 
so

le
 s

ou
rc

e 
of

 p
ow

er
 a

nd
 d

ec
is

io
n 

m
ak

in
g;

th
us

, i
t i

s 
th

e 
on

ly
 p

ar
ty

 w
ho

 s
ho

ul
d 

go
ve

rn
 th

e 
tr

ai
ni

ng
 d

ep
ar

t-
m

en
t. 

T
hi

s 
ad

m
in

is
tr

at
iv

e 
se

lfi
sh

ne
ss

 a
dd

s 
to

 th
e 

al
re

ad
y 

ex
is

tin
g

pr
ob

le
m

 o
f p

sy
ch

ol
og

ic
al

 g
ap

 w
hi

ch
 s

ha
tte

rs
 th

e 
bo

nd
s 

of
 m

ut
ua

l
co

nf
id

en
ce

 a
nd

 d
ai

ly
 c

on
ta

ct
s 

/ r
el

at
io

ns
 a

m
on

g 
di

ffe
re

nt
 o

ffi
ci

al
s.

3.
 T

he
 a

bs
en

ce
 o

f o
bj

ec
tiv

ity
 w

he
n 

no
m

in
at

in
g 

em
pl

oy
ee

s 
fo

r 
of

f-
ca

m
pu

s 
tr

ai
ni

ng
. T

hi
s 

pr
oc

es
s 

is
 a

cc
om

pl
is

he
d 

su
bj

ec
tiv

el
y 

by
 d

ec
i-

si
on

-m
ak

er
s 

to
 r

ew
ar

d 
th

ei
r 

pe
rs

on
al

 b
en

ef
ic

ia
rie

s 
or

 to
ap

pe
as

e 
ac

-
qu

ai
nt

an
ce

s 
an

d 
fo

llo
w

er
s;

 o
r 

in
 o

th
er

 c
as

es
, f

or
 p

un
is

hi
ng

op
po

-
ne

nt
s 

by
 m

ea
re

ly
 d

is
ta

nc
in

g 
th

em
 fo

r 
a 

w
hi

le
 fr

om
 th

e 
or

ga
ni

za
tio

n
.

4.
 T

he
 la

ck
in

g 
ab

ili
ty

 to
 p

la
n,

 c
on

du
ct

, e
va

lu
at

e 
an

d 
fo

llo
w

up
 th

e 
ac

tiv
i-

tie
s 

of
 tr

ai
ni

ng
. M

os
t d

ep
ar

tm
en

ts
 w

ho
 a

re
 d

es
ig

na
te

d 
to

pu
rs

ue
th

is
 e

nd
ea

vo
r,

 a
re

 n
ot

 p
ro

fe
ss

io
na

lly
 q

ua
lif

ie
d 

to
 a

cc
om

pl
is

h 
tr

ai
n-

in
g 

re
sp

on
si

bi
lit

ie
s.

T
ho

se
 Id

ne
as

 b
el

on
g 

b 
th

e 
m

ks
 o

f :
 B

ah
ra

in
, S

au
di

 A
ra

bi
a,

 Y
em

en
, J

or
da

n,
 S

ud
an

, T
un

is
ia

 a
nd

 M
or

cc
o.
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5.
 T

he
 e

m
ph

as
is

 o
n 

th
e 

qu
an

tit
at

iv
e 

ra
th

er
 th

an
 th

e 
qu

al
ita

tiv
e 

as
-

pe
ct

s 
of

 tr
ai

ni
ng

. T
he

re
 is

 m
uc

h 
co

nc
er

n 
w

ith
 th

e 
nu

m
be

r 
of

 a
va

ila
-

bl
e 

tr
ai

ni
ng

 in
st

itu
tio

ns
 o

r 
de

pa
rt

m
en

ts
, t

ra
in

er
s,

 tr
ai

ne
es

/ g
ra

du
-

at
es

, r
es

ou
rc

es
 a

nd
 s

o 
fo

rt
h,

 w
ith

ou
t a

 p
ar

al
le

l a
tte

nt
io

n 
to

 th
e

qu
al

iti
es

 o
f t

he
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 fu
tu

re
,
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m
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ra
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 e

m
er
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nt

 p
ro

fe
ss

io
na

l n
ee
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 o

r 
pr

io
rit

ie
s;

 o
r 

es
ta

bl
is
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e 

ne
ce

ss
iti

es
 o

f i
nt

ro
du

ci
ng

 a
 to

ta
lly
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ew

 o
ne
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hi

s 
ul

tr
a 
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si

c 
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-
de
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in
g 

pr
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en
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in
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e 

ch
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te
r,

 in
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lv
es
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im
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an

t o
pe

ra
tio
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:

de
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rip
tio

n 
an
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al
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.

T
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 C
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ce
pt

s 
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 P
ro

fe
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io
na

l
D
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ip
tio

n 
an

d 
A
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ip

tio
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, m
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 b
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er

at
in

g 
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e 
pr

of
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si
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al
 b

e-
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vi
or

s 
of

 ta
sk

s 
an

d 
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hi
ch
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m
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e 

pe
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or
m

in
g 
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nf

ig
ur

at
io

n
of
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 s

er
vi

ce
 o

r 
pr

od
uc

t. 
N

um
er

at
io

n 
of

 b
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av
io

rs
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 d
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e 
by
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st

in
g 

th
e

w
or

ki
ng

 s
te

ps
 a

cc
or

di
ng

 to
 th

ei
r 
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tu

al
 s

eq
ue

nc
e 

w
ith

in
 a

 jo
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F
ur

th
er

, d
es

cr
ip

tio
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ith

er
 c

on
ce

rn
s 
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el

f w
ith

 s
pe
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ng
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 th
e 

cr
i

te
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nd

 e
nv

iro
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en
ta

l c
on
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tio
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f a
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or
 w

ith
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ct

in
g 

pe
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al

an
d 

pr
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on
al

 c
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ct

er
is

tic
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ne
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T
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 p
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ch
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ra
ct

i-
ca

l c
on
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de

ra
tio

ns
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el
on

g 
to

 th
e 

sp
he

re
 o

f a
 s

ub
se

qu
en

t e
ffo

rt
, t

ha
t i

s,
an

al
ys

is
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In

 b
rie

f, 
de
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rip

tio
n 
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 c

om
m

itt
ed

 p
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 th

e 
sp

ec
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ca
tio

n 
of

 th
e

be
ha

vi
or

al
 c

on
te

nt
 o

f a
 jo
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ur

s 
se

qu
en

tia
lly
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l a
nd

 p
ro

-
fe

ss
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na
l s

et
tin
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A
na

ly
si

s,
 o

n 
th

e 
ot

he
r 
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nd

, c
ar

rie
s 

ou
t t

he
 b

ur
de

n 
of

 s
ev

er
al

ta
sk

s,
 w

hi
ch

 a
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:
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ng
 th
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or
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 c
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nt

 o
f a
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b 
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ch
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ac

-
co
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 d
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 p
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 c
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ite
d 

cl
us

te
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 o
f p
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 c
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l c
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l p
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r 
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 c
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ng
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 c
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3.
 E

st
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ng
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m
in
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m
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er
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l c
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 c
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, c
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, f
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en
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4.
 E

st
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ng
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, m
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in
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 c
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pr
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al
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eh

av
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ch
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e 
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 p
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in
g 
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se
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e 
or
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in
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od
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t. 

T
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ur
e 
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d
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f t
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b 
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 o
f c

ou
rs
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e 
of
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ny
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g 
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 d
ee

m
ed
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ef
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n 
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du
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 o

r 
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ci
et
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as
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le

.
T

o 
un

de
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ta
nd

 th
e 
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b 
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d 
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e 
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 d
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l e
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iv
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y 

w
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s
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en
t t
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t t
he

 d
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n 

an
d 

tr
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ni
ng
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 ta

xo
no

m
y 

fo
r 

th
e 

cl
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si
-

fic
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io
n 

of
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ro
fe
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l b

eh
av

io
rs
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 p
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se

nt
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. T
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 ta
xo

no
m

y 
pr
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-
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ur

 d
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er
en

t m
ut

ua
lly
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iv

e 
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: t
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 jo
b 
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he
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 p

ro
fe

s-
si

on
al

 b
eh

av
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ra
l s
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te

m
 o

r 
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or
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, t
he

 ta
sk
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(t

he
 s

ub
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 w
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m
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he
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b 
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e 
m
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or
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eh
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l u
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s 

or
 c

lu
st

er
s 

w
ith
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e 
m

ac
ro
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b 
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em
);
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e 
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th

e 
m
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 o
r 
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eh
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l r
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w
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e 
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 b
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e 
fin
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 b
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l
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ep
s 
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ce

ss
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 p
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. F

ur
th

er
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ra
tio

n 
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b
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t a
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 b
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ro
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f b

eh
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ch
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ed
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 p
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-
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ci
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pr
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t. 
T
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b 
ac
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-
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eh
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l d
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 e
m
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 o
r 
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he
r 

w
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cc
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di
ng
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or
al

 s
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e,
 c
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 b
e 

of
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e

ty
pe

s:
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om
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un
d,
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or

m
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nd

 c
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fin
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r 
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m
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A
st

ro
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ut
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 c
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al
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un
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m
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m
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.
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se
co

nd
: T
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 ta
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ro
up

 o
f b

eh
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rs
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ed
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 p

ro
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ci
ng
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m
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iv

e 
fu
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tio
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gh
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 d
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iv
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r
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lly

 m
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f a

 m
od

er
at
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m
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sk

s,
 r
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pr
ob
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in
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ly
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o 
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m
pl

e 
in
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 c
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 c
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s 

at
 th

e 
m

os
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n,

 th
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m
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D
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 r
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w
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 c
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T

hi
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T

he
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ep
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m
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 c
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r 
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 b
y 

th
e 

co
nc

er
ne

d 
ta

sk
. W

hi
le

 "
dr
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on
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 b
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 c
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ep
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f p
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 b
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 c
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 b
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 c
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 c
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 c
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 c
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rin
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.
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t c
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 d
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 c
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 c
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at
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 c
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 c
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 p
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 p
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 p
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 m
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 p
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l b
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t o
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 o
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p
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:
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 d
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at
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 p
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 b
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e

de
si

gn

an
d 

co
ns

tr
uc

tio
n 

of
tr

ai
ni

ng
 p

ro
gr

am
 (

re
fe

r
to

 C
ha

pt
er

s 
5,

 6
,

7,
 &

 8
);

an
d 

fo
r 

th
e 

ev
al

ua
tio

n
of

 p
ro

gr
am

 v
al

id
ity

an
d 

pr
od

uc
tiv

ity
 in

 th
e

fin
al

ch
ap

te
r 

of
 th

e 
bo

ok
.

F
or

 a
ss

es
si

ng
 th
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al

re
qu

ire
-

m
en

ts
, s

ta
nd

ar
d 

pr
of

es
si

on
al

 b
eh

av
io

rs
 o

r 
ac

ts
, a

nd
so

 o
n.

3.
 S

pe
ci

fy
in

g 
al

l t
he

 d
et

ai
ls

 c
on

ce
rn

in
g 

th
e 

im
pl

em
en

ta
tio

n
fa

ct
or

s 
as

to
 th

ei
r 

ty
pe

s 
or

 c
at

eg
or

ie
s,

 c
ha

ra
ct

er
is

tic
s,

 q
ua

lif
ic

at
io

ns
, q

ua
lit

ie
s,

ro
le

s,
 w

or
k 

co
nd

iti
on

s,
 s

tr
en

gt
hs

 a
nd

 w
ea

kn
es

se
s,

 a
nd

en
d 

pr
od

-
uc

ts
. T

he
 d

es
ig

ne
r 

w
ith

 a
ll 

th
es

e 
sp

ec
ifi

ca
tio

ns
 m

ay
 fi

nd
 h

im
se

lf 
in

ne
ed

 o
f i

nt
ro

du
ci

ng
 m

or
e 

su
b-

fo
rm

s 
th

an
 w

ha
t i

s 
re

co
m

m
en

de
d

ab
ov

e.
 H

e 
sh

ou
ld

 n
ot

 h
es

ita
te

 to
 d

o 
so

, s
in

ce
 s

uc
h 

ac
tio

n 
w

ill
be

n-
ef

it 
th

e 
sc

ie
nt

ifi
c 

de
si

gn
 o

f t
ra

in
in

g.
T

he
 d

at
a 

of
 fo

rm
 (

4)
 is

 u
til

iz
ed

 d
ire

ct
ly

 b
y 

fo
rm

 (
7)

 in
 c

ha
pt

er
 II

I a
nd

fo
rm

 (
11

) 
in

 c
ha

pt
er

 IV
, a

nd
 o

th
er

 fo
rm

s 
in

 s
ub

se
qu

en
t

ch
ap

te
rs

. T
hi

s
m

aj
or

 d
es

ig
ni

ng
 r

ol
e 

of
 fo

rm
 (

4)
 s

te
m

s 
fr

om
 it

s
co

m
pr

eh
en

si
ve

 n
at

ur
e

as
 d

es
cr

ip
tiv

e 
an

d 
an

al
yt

ic
 m

ec
ha

ni
sm

 w
hi

ch
 h

el
ps

 in
 u

nd
er

st
an

di
ng

th
e 

jo
b 

an
d 

in
 s

or
tin

g 
its

 r
en

ew
al

 / 
tr

ai
ni

ng
 n

ee
ds

.

W
ha

t C
om

es
 N

ex
t ?

T
he

 fo
llo

w
in

g 
ch

ap
te

r 
co

nc
er

ns
 it

se
lf 

w
ith

 n
ee

ds
as

se
ss

m
en

t o
f a

jo
b 

fo
r 

re
ne

w
al

 a
nd

/o
r 

tr
ai

ni
ng

. T
hi

s 
im

po
rt

an
t t

as
k 

of
de

si
gn

in
g 

pr
of

es
-

si
on

al
 d

ev
el

op
m

en
t p

ro
gr

am
s 

is
 a

cc
om

pl
is

he
d 

by
m

ea
ns

 o
f d

es
cr

ip
-

tio
n 

an
d 

an
al

ys
is

 a
nd

 th
e 

us
e 

of
 fo

ur
 fo

rm
s 

sp
ec

ia
lty

co
ns

tr
uc

te
d 

fo
r

th
e 

ch
ap

te
r.

T
he

 c
yc

le
 o

f p
ro

fe
ss

io
na

l n
ee

ds
 a

ss
es

sm
en

t c
ou

ld
no

t b
e 

co
m

-
pl

et
e 

w
ith

ou
t t

he
 d

es
cr

ip
tio

n 
an

d 
an

al
ys

is
 o

f o
rg

an
iz

at
io

n
an

d 
em

pl
oy

-
ee

s.
. T

he
 n

ex
t c

ha
pt

er
 w

ill
 u

nd
er

ta
ke

 th
is

 r
es

po
ns

ib
ili

ty
.
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C
ha

pt
er

 II
I Pr

of
es

si
on

al
 N

ee
ds

A
ss

es
sm

en
t

of
 O

rg
an

iz
at

io
n 

an
d

E
m

pl
oy

ee
s

In
tr

od
uc

tio
n

P
ro

fe
ss

io
na

l n
ee

ds
 a

ss
es

sm
en

tof
 o

rg
an

iz
at

io
n 

an
d 

em
pl

oy
ee

s,
 a

s

in
 th

e 
ca

se
 o

f a
 jo

b,
 is

ac
co

m
pl

is
he

d 
by

 d
es

cr
ip

tio
n 

an
d

an
al

ys
is

 o
f

th
ei

r 
st

at
us

 fo
r 

th
e 

pu
rp

os
e

of
 d

et
er

m
in

in
g 

re
ne

w
al

 I
tr

ai
ni

ng
 n

ee
ds

.

D
es

cr
ip

tio
n 

is
 p

rim
ar

ily
 a

 c
ou

nt
in

g 
pr

oc
es

s
of

 a
ll 

hu
m

an
, p

sy
ch

o-

lo
gi

ca
l ,

 b
eh

av
io

ra
l, 

or
ga

ni
za

tio
na

la
nd

 m
at

er
ia

l c
om

po
ne

nt
s

w
hi

ch
 fo

r-

m
ul

at
e 

th
e 

co
nc

ep
ts

 o
fo

rg
an

iz
at

io
n 

or
 e

m
pl

oy
ee

.
A

na
ly

si
s 

on
 th

e 
ot

he
r 

ha
nd

, i
s 

th
e 

pr
oc

es
s

of
 fi

nd
in

g 
th

e 
in

te
ra

ct
iv

e-

w
or

ki
ng

 r
el

at
io

ns
hi

ps
 a

m
on

g
de

sc
rib

ed
 c

om
po

ne
nt

s,
 c

ou
pl

ed
w

ith

th
ei

r 
ro

le
s,

 c
on

di
tio

ns
 a

nd
en

vi
ro

rie
nt

s 
w

hi
ch

 to
ge

th
er

fo
rm

 th
e 

pr
o-

fe
ss

io
na

l c
on

fig
ur

at
io

n 
of

 th
e

or
ga

ni
za

tio
n 

or
 th

e 
em

pl
oy

ee
.A

na
ly

si
s

he
lp

s 
fu

rt
he

r 
in

 u
nd

er
st

an
di

ng
th

e 
st

at
us

 o
f o

rg
an

iz
at

io
n 

or
em

pl
oy

ee

an
d 

th
e 

ef
fe

ct
iv

e 
w

ay
s 

of
co

m
m

un
ic

at
in

g 
/ i

nt
er

ac
tin

g 
w

ith
th

em
 fo

r

pu
rp

os
es

 o
f w

or
k 

an
d

de
ve

lo
pm

en
t .

T
he

 C
on

ce
pt

 o
fO

rg
an

iz
at

io
n

T
he

 o
rg

an
iz

at
io

n 
is

 a
 te

am
of

 p
ro

fe
ss

io
na

l i
nd

iv
id

ua
ls

w
ho

 w
or

k

ha
rm

on
io

us
ly

 to
ge

th
er

 in
 a

cc
or

da
nc

e
w

ith
 d

ec
la

re
d 

ro
le

s 
an

d 
be

ha
v-

io
ra

l s
ys

te
m

s 
to

 a
ch

ie
ve

m
ea

ni
ng

fu
l e

nd
s:

 s
er

vi
ce

s 
or

 p
ro

du
ct

s.

M
or

eo
ve

r 
or

ga
ni

za
tio

n,
 is

 fo
un

de
d

w
ith

in
 a

 s
oc

ie
ty

 b
y 

an
 in

di
vi

du
al

or
 g

ro
up

 o
f i

nv
es

to
rs

 a
s 

a
pr

iv
at

e 
en

te
rp

ris
e;

 o
r 

by
 th

e
pu

bl
ic

 a
s 

th
e

ca
se

 o
f g

ov
er

nm
en

ta
l o

r
co

m
m

on
 c

au
se

 a
ge

nc
ie

s.
B

ot
h 

ty
pe

s,
 o

f

co
ur

se
, h

av
e 

sp
ec

ifi
c

ca
te

go
rie

s 
of

 e
m

pl
oy

ee
s 

to
ac

co
m

pl
is

h 
sp

ec
ifi

ed

se
rv

ic
es

 o
r 

pr
od

uc
ts

. T
hi

s 
to

 s
ay

th
at

 o
rg

an
iz

at
io

n 
ow

ns
ch

ar
ac

te
ris

ti-

ca
lly

 b
ot

h 
em

pl
oy

ee
s 

an
d 

th
e

jo
b.

A
dm

in
is

tr
at

iv
el

y,
 h

ow
ev

er
, t

he
or

ga
ni

za
tio

n 
co

ul
d 

be
 d

ef
in

ed
 a

s 
a

py
ra

m
id

 o
f b

eh
av

io
ra

l c
om

m
un

ic
at

iv
e

sy
st

em
 w

ith
 a

 d
ire

ct
or

 o
r 

a 
ge

n-

er
al

 a
dm

in
is

tr
at

or
 / 

m
an

ag
er

si
tu

at
ed

 a
t i

ts
 to

p,
 w

hi
le

 a
t t

he
ba

se
, t

he

em
pl

oy
ee

s,
 te

ch
ni

ci
an

s,
 s

ec
re

ta
ria

lan
d 

m
ai

nt
en

an
ce

 s
er

vi
ce

s 
ar

e 
op

-

er
at

in
g.

29
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A
t t

he
 m

id
dl

e 
of

 th
is

py
ra

m
id

, j
ob

 s
up

er
vi

si
or

s,
 s

ec
on

d
an

d 
th

ird

le
ve

l a
dm

in
is

tr
at

or
s 

ar
e 

pl
ac

ed
.

T
he

se
 p

er
so

nn
el

 s
er

ve
, b

es
id

e 
ca

rr
y-

in
g 

ou
t t

he
 to

 a
nd

 fr
o

co
m

m
un

ic
at

io
ns

 o
f h

ea
d 

ad
m

in
is

tr
at

or
s

an
d

w
or

ke
rs

, a
s 

a 
m

ed
ia

tin
g

m
ec

ha
ni

sm
 b

et
w

ee
n 

th
e 

w
or

k
fo

rc
e 

on
 o

ne

si
de

, a
nd

 th
e 

cu
st

om
er

s 
on

th
e 

ot
he

r.
C

on
si

de
rin

g 
ab

ov
e,

 th
e 

or
ga

ni
za

tio
n

is
 a

 c
om

po
un

d 
hu

m
an

 a
nd

fu
nc

tio
na

l s
ys

te
m

 w
hi

ch
 is

co
m

po
se

d 
m

ai
nl

y 
of

 th
e 

fo
llo

w
in

g 
:

1.
 T

he
 h

um
an

 c
om

po
ne

nt
w

hi
ch

 in
cl

ud
es

 a
ll 

pr
of

es
si

on
al

pe
rs

on
ne

l

su
ch

 a
s:

 a
dm

in
is

tr
at

or
s,

 e
xp

er
ts

;e
m

pl
oy

ee
s,

 te
ch

ni
ci

an
s,

 s
ec

re
ta

ri-

al
 a

nd
 m

ai
nt

en
an

ce
 s

er
vi

ce
s;

an
d 

la
st

 b
ut

 n
ot

 th
e 

le
as

t: 
th

e 
cu

s-

to
m

er
s.

C
us

to
m

er
s 

ar
e 

co
ns

id
er

ed
 h

er
e 

an
in

te
gr

al
 p

ar
t o

f a
ny

 o
rg

an
iz

at
io

n

as
 is

 th
e 

ca
se

 o
f

ad
m

in
is

tr
at

or
s 

an
d 

em
pl

oy
ee

s.
W

ith
ou

t c
us

to
m

-

er
s,

 th
e 

ex
is

ta
nc

e 
of

 a
n

or
ga

ni
za

tio
n 

w
ill

 b
e 

au
to

m
at

ic
al

ly
nu

lli
fie

d.

2.
 T

he
 a

dm
in

is
tr

at
iv

e/
or

ga
ni

za
tio

na
lco

m
po

ne
nt

 w
hi

ch
 e

m
bo

di
es

 th
e

la
w

s,
 r

ul
es

, i
ns

tr
uc

tio
ns

 a
nd

pr
in

ci
pl

es
 o

f c
om

m
un

ic
at

io
n,

in
te

ra
c-

tio
n 

an
d 

op
er

at
io

n.
 T

he
se

el
em

en
ts

 a
re

 v
er

y 
es

se
nt

ia
l f

or
st

ee
rin

g

hu
m

an
 a

nd
 m

at
er

ia
l s

er
vi

ce
s,

w
hi

le
 a

re
 p

er
fo

rm
in

g 
th

e 
re

qu
ire

d
du

-

tie
s 

or
 p

ro
du

ct
s.

3.
 T

he
 p

ro
fe

ss
io

na
l b

eh
av

io
r

co
m

po
ne

nt
 w

hi
ch

 r
ep

re
se

nt
s 

th
e

to
ta

l

se
rv

ic
es

/ p
ro

du
ct

s 
th

at
 th

e
or

ga
ni

za
tio

n 
yi

el
ds

 to
 th

e 
pu

bl
ic

 o
rt

o 
its

cu
st

om
er

s.
4.

 T
he

 m
at

er
ia

l c
om

po
ne

nt
w

hi
ch

 is
 b

as
ic

al
ly

 m
ad

e 
of

:w
or

k 
fa

ci
lit

ie
s,

eq
ui

pm
en

t ,
 m

ac
hi

ne
ry

, t
oo

ls
,

ra
w

/p
re

fa
br

ic
at

ed
. m

at
er

ia
ls

, m
ed

ia
,

te
ch

no
lo

gi
es

 a
nd

 fi
na

nc
ia

l b
ud

ge
t.

T
he

 fo
ur

 c
om

po
ne

nt
s 

ab
ov

e 
ar

e
de

pi
ct

ed
 in

 th
e 

be
ha

vi
or

al
 s

ys
te

m
be

-

lo
w

 (
 fi

gu
re

 I 
) 

: T
he

 C
on

ce
pt

 o
f a

n
E

m
pl

oy
ee

T
he

 e
m

pl
oy

ee
, i

n 
th

e 
br

oa
de

r 
se

ns
e,

is
 th

e 
ge

ne
ra

to
r 

of
 a

ll 
th

in
gs

,

se
rv

ic
es

, o
r 

pr
od

uc
ts

 n
ee

de
d 

by
 a

so
ci

et
y 

- 
w

he
th

er
 th

es
e 

ar
e 

re
ar

in
g

of
fs

pr
in

gs
, e

du
ca

tin
g 

ch
ild

re
n,

m
an

uf
ac

tu
rin

g 
sp

ec
ifi

c 
pr

od
uc

ts
, o

r 
pe

r-

fo
rm

in
g 

se
rv

ic
es

 n
ec

es
sa

ry
 fo

r 
da

ily
lif

e.

T
he

 e
m

pl
oy

ee
 th

er
ef

or
e,

 s
ho

ul
d

be
 tr

ea
te

d 
as

 a
 p

ric
el

es
s 

hu
m

an

as
se

t t
ha

t a
ny

 s
oc

ie
ty

 m
ay

ha
ve

. H
is

 p
er

so
na

l a
nd

 p
ro

fe
ss

io
na

l
in

te
g-

rit
ie

s 
m

us
t b

e 
co

ns
ta

nt
ly

 p
re

se
rv

ed
.

W
he

ne
ve

r 
he

 is
 d

eg
ra

de
d 

or
 h

is
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In
pu

ts
 a

nd
 p

ro
ce

ss
es

O
ut

pu
ts

 o
f o

rg
an

iz
at

io
n

F
ig

ur
e 

I :
 T

he
 o

rg
an

iz
at

io
n 

as
 a

 c
om

po
un

d 
op

er
at

io
na

l s
ys

te
m

.

en
er

gi
es

 a
re

 w
as

te
d,

 th
e 

st
ab

ili
ty

 / 
m

ai
nt

en
an

ce
 o

f s
oc

ie
ty

's
 p

re
se

nc
e,

as
 w

el
l a

s 
th

e 
re

al
iz

at
io

n 
of

 th
fu

tu
re

, m
ay

 b
e 

co
m

pr
om

is
ed

.

A
s 

an
 a

rt
is

an
 h

ow
ev

er
, t

he
 e

m
pl

oy
ee

 is
 a

 h
um

an
 a

du
lt

w
ho

 is
 p

ro
fe

ss
io

na
lly

 q
ua

lif
ie

d 
to

 w
or

k 
w

ith
 o

th
er

s 
fo

r
th

e 
pu

rp
os

e 
of

 a
cc

om
pl

is
hi

ng
 a

 J
ob

 (
se

rv
ic

e 
or

 p
ro

du
ct

)
th

ro
ug

h 
w

hi
ch

 h
e 

co
ul

d
fu

lfi
ll

hi
s

in
di

vi
du

al
/fa

m
ily

ne
ed

s.
 T

he
 g

ro
w

th
 o

f a
n 

em
pl

oy
ee

 r
eq

ui
re

s 
as

 th
e 

ca
se

of
 a

ny
 h

um
an

 b
ei

ng
, a

 s
ys

te
m

at
ic

 in
ta

ke
 o

f n
ew

 c
on

-
st

ru
ct

iv
e 

ex
pe

rie
nc

es
.

T
he

 a
bo

ve
 d

ef
in

iti
on

 o
f e

m
pl

oy
ee

 h
as

 s
ev

er
al

 im
pl

ic
at

io
ns

 :

F
irs

t: 
T

he
 e

m
pl

oy
ee

 is
 a

 h
um

an
 b

ei
ng

. T
hi

s 
hu

m
an

 b
ei

ng
, d

ue
 to

 h
is

so
ph

is
tic

at
ed

 p
er

so
na

l, 
ph

ys
ic

al
, s

oc
ia

l, 
co

gn
iti

ve
, a

ffe
ct

iv
e,

an
d 

ps
yc

ho
m

ot
or

 q
ua

lit
ie

s,
 r

ep
re

se
nt

s 
th

e 
ul

tim
at

e 
m

as
te

r 
of

an
im

al
 li

fe
.

T
hu

s,
 a

n 
em

pl
oy

ee
 r

eg
ui

re
s,

 b
y 

na
tu

re
, p

os
iti

ve
, h

um
an

 a
nd

ci
vi

liz
ed

 tr
ea

m
en

t t
hr

ou
gh

ou
t w

or
k 

an
d 

tr
ai

ni
ng

. M
as

lo
w

's
he

ira
rc

hy
 o

f h
um

an
 n

ee
ds

, C
ro

nb
ac

h'
s 

cl
as

si
fic

at
io

n 
of

ne
ed

s,
 a

nd
 M

ur
ay

's
 p

sy
ch

o-
ge

ni
c 

ne
ed

s,
 p

ro
vi

de
 e

xa
m

pl
es

of
 w

ha
t c

ou
ld

 b
e 

ap
pl

ie
d 

he
re

.

S
ec

on
d:

 T
he

 e
m

pl
oy

ee
 is

 a
n 

ad
ul

t. 
T

hi
s 

m
ea

ns
 th

at
 h

e,
 a

s 
a 

hu
m

an

31

40

be
in

g,
 is

 a
ls

o 
a 

gr
ow

n 
in

di
vi

du
al

 w
ith

 d
iff

er
en

t l
ife

 e
xp

er
ie

nc
-

es
, v

al
ue

s,
 c

om
m

un
ic

at
iv

e 
sk

ill
s,

 p
er

so
na

l a
sp

ira
tio

ns
 a

nd
ob

lig
at

io
ns

.
T

hi
s 

em
ph

as
iz

es
 th

e 
fa

ct
 th

at
 th

e 
em

pl
oy

ee
 a

s 
an

 a
du

lt
co

m
es

 n
or

m
al

ly
 to

 tr
ai

ni
ng

 w
ith

 a
 m

at
ur

e 
pe

rs
on

al
ity

 w
hi

ch
po

ss
es

se
s 

a 
st

ab
le

 b
eh

av
io

ra
l f

ra
m

ew
or

k.
 H

en
ce

,
th

e 
pr

in
-

ci
pl

es
, t

he
or

ie
s 

an
d 

pr
in

ci
pl

es
 o

f a
nd

ra
go

gy
 m

us
t b

e 
em

-
pl

oy
ed

 h
er

e.

T
hi

rd
: T

he
 e

m
pl

oy
ee

 is
 a

 p
ro

fe
ss

io
na

lly
 q

ua
lif

ie
d 

in
di

vi
du

al
, s

pe
ci

al
-

iz
ed

 to
 p

er
fo

rm
 a

 s
pe

ci
fic

 w
or

k 
re

sp
on

si
bi

lit
y.

T
hi

s 
in

di
ca

te
s 

th
at

 a
n 

em
pl

oy
ee

 is
 n

ot
 a

n 
ou

tr
ig

ht
 ig

no
ra

nt
pr

of
es

si
on

al
; r

at
he

r 
he

 h
as

 a
lre

ad
y 

so
m

e 
qu

al
ifi

ca
tio

ns
w

hi
ch

 tr
ai

ni
ng

 c
ou

ld
 b

ui
ld

 u
po

n,
 w

hi
le

 s
om

e 
ot

he
r 

sk
ill

s 
or

ch
ar

ac
te

ris
tk

's
 m

us
t b

e 
de

ve
lo

pe
d 

or
 u

pd
at

ed
 b

y 
hi

m
. T

hi
s

w
ill

 e
na

bl
e 

th
e 

de
si

gn
er

 to
 r

es
pe

ct
 th

e 
em

pl
oy

ee
's

 ti
m

e,
ne

ed
s 

an
d 

ef
fo

rt
s,

 b
y 

gi
vi

ng
 h

im
 o

nl
y 

w
ha

t h
e 

ne
ed

s;
 th

us
,

le
ad

in
g 

to
 a

 v
al

id
 p

ro
fe

ss
io

na
l p

ro
gr

am
 w

hi
ch

 is
 e

ag
er

ly
so

ug
ht

 in
 tr

ai
ni

ng
. H

er
tz

be
rg

's
 m

ot
iv

at
io

n-
hy

gi
en

e 
th

eo
ry

m
ay

 a
pp

ly
 to

 th
e 

pr
es

en
t e

m
pl

oy
ee

's
 e

le
m

en
t.

F
ou

rt
h:

 T
he

 e
m

pl
oy

ee
 is

 a
 s

oc
ia

l c
re

at
ur

e 
w

ho
 is

 c
ap

ab
le

 o
f c

o-
ex

is
tin

g 
an

d 
w

or
ki

ng
 w

ith
 o

th
er

s 
fo

r 
th

e 
be

tte
rm

en
t o

f h
im

se
lf

an
d 

hi
s 

fe
llo

w
 w

om
en

/m
en

. T
he

 p
rin

ci
pl

es
 o

f s
oc

io
lo

gy
, s

o-
ci

al
 p

sy
ch

ol
og

y 
an

d 
hu

m
an

 in
te

ra
ct

io
n 

/ c
oo

pe
ra

tio
n,

 s
ho

ul
d

be
 a

pp
lie

d 
w

he
ne

ve
r 

tr
ai

ni
ng

 is
 r

ec
om

m
en

de
d 

fo
r 

hi
m

.

F
ift

h:
 T

he
 e

m
pl

oy
ee

 is
 d

ep
en

de
nt

 u
po

n 
th

e 
re

tu
rn

s 
of

 h
is

 jo
b 

w
he

th
er

th
es

e 
ar

e 
m

on
th

ly
 s

al
ar

ie
s 

fo
r 

a 
se

rv
ic

e,
 o

r 
be

ne
fit

s 
of

 c
om

-
m

er
ci

al
 p

ro
du

ct
s.

 T
hi

s 
pr

in
ci

pl
e 

co
ul

d 
be

 e
xp

lo
ite

d 
as

 a
 c

on
-

vi
nc

in
g 

m
ot

iv
at

io
na

l f
ac

to
r 

fo
r 

th
e 

em
pl

oy
ee

 to
 b

e 
ac

tiv
el

y 
in

-
vo

lv
ed

 in
 th

e 
ac

t o
f t

ra
in

in
g;

 a
nd

 to
 b

e 
m

or
e 

pr
od

uc
tiv

e 
w

hi
le

pe
rf

or
m

in
g 

hi
s 

jo
b 

in
 th

e 
fu

tu
re

.

S
ix

th
: T

he
 e

m
pl

oy
ee

 is
 a

 g
ro

w
in

g 
hu

m
an

 b
ei

ng
. T

hi
s 

m
ea

ns
 th

at
w

hi
le

 h
e 

po
ss

es
se

s 
in

iti
al

 p
ro

fe
ss

io
na

l e
xp

er
ie

nc
es

 o
f t

he
jo

b,
he

 s
til

l n
ee

ds
 m

or
e 

ne
w

 e
xp

er
ie

nc
es

 a
s 

a 
gr

ow
in

g 
in

di
-

vi
du

al
, e

nc
ou

nt
er

in
g 

al
m

os
t e

ve
ry

 d
ay

 n
ov

el
 w

or
k 

an
d 

lif
e 

si
t-

ua
tio

ns
. T

he
se

 o
f c

ou
rs

e 
co

ul
d 

be
 m

ad
e 

av
ai

la
bl

e 
to

 h
im

 b
y

m
ea

ns
 o

f t
ra

in
in

g 
an

d 
pr

of
es

si
on

al
 d

ev
el

op
m

en
t p

ro
gr

am
s.
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P
ro

fe
ss

io
na

l N
ee

ds
 A

ss
es

sm
en

t
of

 O
rg

an
iz

at
io

n 
an

d 
E

m
pl

oy
ee

s
fo

r 
R

en
ew

al
 / 

T
ra

in
in

g
T

ra
in

in
g 

ha
nd

le
s 

al
l b

eh
av

io
ra

l a
sp

ec
ts

, s
ki

lls
 a

nd
 c

ha
ra

ct
er

is
tic

s
w

hi
ch

 c
ou

ld
 b

e 
de

ve
lo

pe
d 

by
 m

ea
ns

 o
f p

ro
fe

ss
io

na
l p

ro
gr

am
s.

 T
he

du
ra

tio
n 

of
 th

es
e 

pr
og

ra
m

s 
m

ay
 b

e 
a 

da
y,

 s
om

e 
da

ys
 o

r 
w

ee
ks

, o
r 

in
ot

he
r 

ca
se

s 
m

ay
 la

st
 to

 s
ev

er
al

 m
on

th
s 

or
 e

ve
n 

fo
r 

a 
ye

ar
 o

r 
tw

o.
 T

he
pr

og
ra

m
s 

co
ul

d 
be

 p
re

se
nt

ed
 b

y 
fo

rm
s 

of
 c

ou
rs

es
, i

nt
en

si
ve

 w
or

k-
sh

op
s,

 tr
ai

ni
ng

 w
or

ki
ng

 s
es

si
on

s,
 c

ou
ns

el
in

g 
in

te
rv

ie
w

s,
 T

. g
ro

up
s 

an
d

or
ga

ni
ze

d 
gu

id
an

ce
.

R
en

ew
al

 o
n 

th
e 

ot
he

r 
ha

nd
, i

s 
co

nc
er

ne
d 

in
 th

is
 b

oo
k,

 w
ith

 m
at

er
ia

l
ne

ed
s 

of
 e

m
pl

oy
ee

s 
an

d 
or

ga
ni

za
tio

n.
 T

he
se

 n
ee

ds
 a

re
 fu

lfi
lle

d 
no

r-
m

al
ly

 b
y 

m
ea

ns
 o

f p
ur

ch
as

e,
 le

as
in

g,
 m

ai
nt

en
an

ce
 a

nd
 r

ep
ai

r.
A

ss
es

sm
en

t o
f p

ro
fe

ss
io

na
l n

ee
ds

 fo
r 

re
ne

w
al

 / 
tr

ai
ni

ng
 in

vo
lv

es
th

re
e 

m
aj

or
 s

te
ps

, e
xp

la
in

ed
 a

s 
fo

llo
w

s:

D
es

cr
ib

in
g 

an
d 

A
na

ly
si

ng
 B

eh
av

io
ra

l/ 
C

ha
ra

ct
er

is
tic

 G
iv

-
en

s 
of

 O
rg

an
iz

at
io

n.
T

he
 b

eh
av

io
ra

l /
 c

ha
ra

ct
er

is
tic

 g
iv

en
s 

of
 a

n 
or

ga
ni

za
tio

n 
as

 s
ta

te
d

ea
rli

er
, a

re
 o

f f
ou

r 
ty

pe
s:

 h
um

an
, a

dm
in

is
tr

at
iv

e,
 b

eh
av

io
ra

l, 
an

d 
ph

ys
-

ic
al

 c
on

st
itu

en
ts

.
T

o 
de

sc
rib

e 
th

e 
fo

ur
 c

on
st

itu
en

ts
 o

f a
n 

or
ga

ni
za

tio
n,

 th
e 

de
si

gn
er

m
ay

 a
do

pt
 fo

rm
 (

5)
 fo

r 
su

rv
ey

in
g 

th
em

 a
s 

ex
iti

ng
 in

 r
ea

lit
y 

. T
he

 d
e-

si
gn

in
g 

ro
le

 o
f f

or
m

 (
5)

 th
er

ef
or

e 
is

 n
um

er
at

in
g 

th
e 

qu
al

iti
es

, b
eh

av
-

io
rs

, c
ha

ra
ct

er
is

tic
s 

or
 p

ro
fe

ss
io

na
l q

ua
lif

ic
at

io
ns

 o
f e

ac
h 

co
m

po
ne

nt
.

T
he

 fo
rm

 a
llo

w
s 

fu
rt

he
r 

fo
r 

th
e 

co
nd

uc
t o

f e
le

m
en

ta
ry

 a
na

ly
si

s 
of

th
e 

af
or

em
en

tio
ne

d 
co

ns
tit

ue
nt

s 
of

 a
n 

or
ga

ni
za

tio
n.

 T
he

 d
at

a 
of

 th
e

fo
rm

 w
ill

 e
nt

er
 th

e 
ne

xt
 o

ne
, f

or
m

 (
6)

 fo
r 

di
gi

ta
l a

na
ly

si
s.

T
he

 r
es

ul
ts

 o
f f

or
m

 (
5)

 a
re

 r
ec

or
de

d 
w

ith
in

 fo
ur

 c
at

eg
or

ie
s 

:

* 
In

co
m

pl
et

el
y 

av
ai

la
bl

e 
el

em
en

ts
 (

- 
)

* 
C

om
pl

et
el

y 
av

ai
la

bl
e 

el
em

en
ts

* 
E

xc
es

si
ve

ly
 a

va
ila

bl
e 

el
em

en
ts

 (
+

)
* 

C
om

pe
le

tly
 m

is
si

ng
 e

le
m

en
ts

 (
.)

If 
em

pl
oy

ee
s 

ar
e 

ta
ke

n 
as

 a
n 

ex
am

pl
e 

th
en

 th
e 

fo
llo

w
in

g 
ca

se
s 

m
ay

be
 o

bs
er

ve
d 

as
 a

 r
es

ul
t o

f t
he

ir 
de

sc
rip

tio
n 

an
d 

el
em

en
tr

y 
an

al
ys

is
:
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Fo
rm

 (
5)

: D
es

cr
ip

tio
n 

an
d 

el
em

en
ta

ry
 a

na
ly

si
s 

of
 a

n 
or

ga
ni

za
tio

n.

T
he

 jo
b:

D
es

ig
ne

r.
T

as
k:

A
dm

in
is

tr
at

io
n:

O
rg

an
iz

at
io

na
l c

on
st

itu
en

ts

(i
llu

st
ra

tiv
e 

ex
am

pl
es

)

C
ur

re
nt

 s
ta

tu
s

N
ot

es
A

va
ila

bl
e

N
ill

E
E

+
(.

)

H
um

an
 c

on
st

itu
en

ts
 :

A
. W

or
ki

ng
 e

m
pl

oy
ee

s.
B

. A
dm

in
is

tr
at

or
s.

C
. P

er
so

nn
el

 o
f 

su
pp

or
t s

er
vi

ce
s.

D
. C

us
to

m
er

s.

T
ot

al
s

W
he

n 
us

in
g 

th
e

fo
rm

, t
he

 d
es

ig
ne

r
co

ns
id

er
s 

th
e 

fo
l-

lo
w

in
g:

(1
) 

D
ev

el
op

in
g 

va
r-

io
us

 in
de

pe
nd

en
t

fo
rm

s 
fo

r 
di

ff
er

en
t

co
ns

tit
ue

nt
s 

du
e 

to
de

ta
ils

 w
hi

ch
 m

ay
pu

rs
ue

 to
 m

ai
nt

ai
n

a 
cl

ea
r 

pi
ct

ur
e 

of
ea

ch
 c

ce
st

itu
en

t.

(2
) 

Pu
tti

ng
 (

q)
w

he
re

 c
on

st
itu

en
ts

ar
e 

ob
se

rv
ed

 c
on

i-

pl
et

el
y 

(n
);

 in
co

rn
-

pl
et

el
y 

(-
) 

or
ex

ce
ss

iv
el

y 
(+

);
an

d 
(.

) 
w

he
n 

it 
is

m
is

si
ng

.
(3

) 
Sp

ec
if

yi
ng

cu
rr

en
t s

ta
tu

s 
an

d/
O

r 
qu

al
if

ic
at

io
ns

ob
se

rv
ed

 f
or

 e
ac

h
co

ns
tit

ue
nt

s 
in

 th
is

co
lu

m
.

Jo
b 

co
ns

tit
ue

nt
s:

A
. O

pe
ra

tin
g 

ac
ts

.
B

. A
dm

in
is

tr
at

iv
e 

ac
ts

.

i T
ot

al
s

A
dm

in
is

tr
at

iv
e 

co
ns

tit
ue

nt
s:

A
. L

aw
s,

 r
ul

es
 &

 d
ec

re
es

.
B

. I
ns

tr
uc

tio
ns

.
c.

 W
or

k/
hu

m
an

 r
el

at
io

ns
.

D
. R

ew
ar

d-
pu

ni
sh

m
en

t p
ol

ic
ie

s.
E

. W
or

k 
sc

he
du

le
s.

F.
 F

ile
s 

an
d 

re
co

rd
s.

,

Ph
ys

ic
al

 c
on

st
itu

en
ts

:
1T

ot
al

s

A
. F

ac
ili

tie
s.

B
. E

qu
ip

m
en

t.
C

. M
ac

hi
ne

ry
 &

 to
ol

s.
D

. R
aw

 m
at

er
ia

ls
.

E
. P

re
-f

ah
. m

at
er

ia
ls

.
F.

 B
ud

ge
t.

T
ot

al
s

D
es

cr
ip

tio
n 

su
m

m
ar

y

A
. C

om
pl

et
el

y 
av

ai
la

bl
e 

el
em

en
ts

.
(z

-.
..)

B
. I

nc
om

pl
et

el
y 

av
ai

la
bl

e 
el

em
en

ts
.

(-
)

C
. E

xc
es

si
ve

ly
 a

va
ila

bl
e 

el
em

en
ts

.
(+

)
D

. C
om

pl
et

el
y 

m
is

si
ng

 e
le

m
en

t.
(.

)
Si

gn
at

ur
e 

&
 d

at
e
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1.
 E

m
pl

oy
ee

s 
w

ho
 a

re
 in

co
m

pl
et

el
y 

av
ai

la
bl

e,
 w

he
n

:

* 
th

er
e 

ar
e 

90
 e

m
pl

oy
ee

s 
in

st
ea

d 
of

 1
00

ac
tu

al
ly

 n
ee

de
d 

by
 a

n 
or

-
ga

ni
za

tio
n 

(q
ua

nt
ita

tiv
e 

in
co

m
pl

et
en

es
s)

.
* 

th
er

e 
ar

e 
fo

ur
 c

at
eg

or
ie

s 
of

 e
m

pl
oy

ee
s,

w
hi

le
 th

e 
or

ga
ni

za
tio

n
ne

ed
s 

fiv
e 

on
es

 (
qu

al
ita

tiv
e 

cl
as

s 
in

co
m

pl
et

en
es

s)
.

* 
th

er
e 

ar
e 

10
0 

em
pl

oy
ee

s 
ne

ed
ed

 b
y

an
 o

rg
an

iz
at

io
n,

 s
om

e 
of

th
em

 h
av

e 
to

 u
nd

er
go

 s
pe

ci
fic

 p
ro

fe
ss

io
na

l i
m

pr
ov

em
en

t
(q

ua
lif

ic
at

io
n 

in
co

m
pl

et
en

es
s)

.
2.

 E
m

pl
oy

ee
s 

w
ho

 a
re

 c
om

pl
et

el
y 

av
ai

la
bl

e,
 w

he
n 

th
er

e
ar

e 
10

0 
w

hi
ch

ar
e 

co
ng

ru
en

t i
n 

th
ei

r 
qu

al
ifi

ca
tio

ns
 a

nd
 q

ua
lit

at
iv

e 
cl

as
se

s 
w

ith
w

ha
t i

s 
re

qu
ire

d 
by

 th
e 

or
ga

ni
za

tio
n.

3.
 E

m
pl

oy
ee

s 
w

ho
 a

re
 to

ta
lly

 m
is

si
ng

 fr
om

 th
e 

or
ga

ni
za

tio
n

as
 a

n 
ex

-
tr

em
e 

ne
ga

tiv
e 

ca
se

 o
r 

w
he

n 
or

ga
ni

za
tio

n 
an

d 
jo

b
ar

e 
ne

w
ly

 in
iti

at
-

ed
 w

ith
in

 a
n 

en
vi

ro
nm

en
t.

4.
 E

m
pl

oy
ee

s 
w

ho
 a

re
 e

xc
es

si
ve

ly
 a

va
ila

bl
e,

 w
he

n
th

er
e 

ar
e 

11
5

w
hi

le
 th

e 
or

ga
ni

za
tio

n 
is

 in
 n

ee
d 

of
 1

00
.

D
ig

ita
l A

na
ly

si
s 

of
 O

rg
an

iz
at

io
na

l N
ee

ds
 fo

r
R

en
ew

al
/

T
ra

in
in

g.
T

he
 b

eh
av

io
ra

l/ 
ch

ar
ac

te
ris

tic
 d

at
a 

of
 fo

rm
 (

5)
 is

 tr
ea

te
d

m
or

e 
st

a-
tis

tic
al

ly
 in

 th
is

 s
te

p 
by

 fo
rm

 (
6)

. T
he

 d
es

ig
ne

r 
co

ul
d

ac
co

m
pl

is
h 

th
is

ta
sk

 b
y 

co
m

pa
rin

g 
ob

se
rv

ed
 d

at
a 

w
ith

 c
rit

er
io

n 
da

ta
 a

lre
ad

y
av

ai
la

bl
e

to
 h

im
. T

hi
s 

w
ill

 r
es

ul
t i

n 
qu

an
tit

at
iv

e 
va

lu
es

 m
ar

ke
d 

by
 (

1,
1)

in
 th

e 
ap

-
pr

op
ria

te
 c

ol
um

ns
 o

f t
he

 s
ca

le
.

W
hi

le
 th

e 
di

gi
ta
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em
 a

cc
or

di
ng

 to
 th

ei
r 

ac
tu

al
 p

er
fo

rm
an

ce
.

5.
 W

rit
in

g 
th

e 
ta

sk
s 

an
d 

th
ei

r 
ac

ts
 in

 fo
rm

 (
10

)
ne

xt
, s

pe
ci

fy
in

g 
th

ei
r

tr
ai

ni
ng

 d
eg

re
es

 w
ith

in
 th

e 
co

m
in

g
pr

og
ra

m
, b

as
ed

 o
n 

da
ta

 o
f

fo
rm

s 
(3

 a
nd

 8
) 

in
 c

ha
pt

er
s 

II 
an

d 
III

.

A
ss

es
sm

en
t o

f F
ie

ld
 T

im
e 

N
ec

es
sa

ry
F

or
 Im

pl
em

en
tin

g 
Jo

b 
A

ct
s

T
im

e 
is

 p
ro

ba
bl

y 
th

e 
m

os
t p

re
ci

ou
s 

"m
at

te
r"

 th
at

m
an

 e
ve

r 
ha

s.
W

ith
in

 it
, m

an
 li

ve
s 

hi
s 

lif
e,

 a
nd

 m
ea

su
re

s 
th

e 
ch

an
ge

s
or

 p
ro

gr
es

si
on

s
w

hi
ch

 h
e 

en
co

un
te

rs
 in

 li
fe

. F
or

 w
or

k 
an

d 
tr

ai
ni

ng
on

 th
e 

ot
he

r 
ha

nd
,

tim
e 

is
 v

ie
w

ed
 a

s 
hi

gh
ly

 c
rit

ic
al

, s
in

ce
 it

:

* 
H

el
ps

 in
 u

nd
er

st
an

di
ng

 c
ur

re
nt

pr
of

es
si

on
al

 a
nd

 tr
ai

ni
ng

 s
ta

tu
s,

 b
y

de
sc

rib
in

g 
th

e 
ch

ar
ac

te
ris

tic
s 

an
d 

ne
ed

s 
of

 th
ei

r
pr

es
en

t.
* 

H
el

ps
 in

 u
nd

er
st

an
di

ng
 th

e
pr

os
pe

ct
iv

e 
pr

of
es

si
on

al
 a

nd
 tr

ai
ni

ng
st

at
us

, b
y 

pr
oj

ec
tin

g 
de

si
re

d 
ch

an
ge

s 
th

at
 w

ill
 ta

ke
 p

la
ce

in
 th

e 
fu

-
tu

re
.

* 
C

ar
rie

s 
ou

t t
he

 p
ro

fe
ss

io
na

l a
nd

 tr
ai

ni
ng

ac
tiv

iti
es

 to
 th

ei
r 

be
ha

vi
or

al
en

ds
...

 c
ar

rie
s 

th
e 

pr
es

en
t t

o 
its

 d
es

ira
bl

e 
fu

tu
re

.
P

ro
fe

ss
io

na
l f

ie
ld

 ti
m

e 
m

ea
ns

 in
 th

is
 b

oo
k,

 th
e 

to
ta

l m
in

ut
es

/h
ou

rs
w

hi
ch

 a
n 

em
pl

oy
ee

 n
or

m
al

ly
 c

on
su

m
es

 to
 y

ie
ld

a 
se

rv
ic

e 
or

 p
ro

du
ct

.
T

hi
s 

tim
e 

is
 u

su
al

ly
 a

va
ila

bl
e 

in
 jo

b 
w

rit
te

n
re

so
ur

ce
s 

su
ch

 a
s 

w
or

k/
gu

id
e 

or
 s

up
er

vi
so

ry
 b

oo
ks

, a
dm

in
is

tr
at

iv
e

fil
es

/ r
ec

or
ds

 a
nd

 m
an

y
ot

he
rs

.
W

he
n 

fie
ld

 ti
m

e 
ho

w
ev

er
 is

 u
nk

no
w

n 
to

 th
e

de
si

gn
er

, t
he

n 
he

 m
ay

de
te

rm
in

e 
it 

by
 tw

o 
pr

oc
ed

ur
es

:

O
bs

er
vi

ng
 a

nd
 M

ea
su

rin
g 

E
m

pl
oy

ee
s'

P
er

fo
rm

an
ce

, b
y 

:
1.

 S
el

ec
tin

g 
ra

nd
om

ly
 a

 s
am

pl
e 

of
em

pl
oy

ee
s 

fo
r 

ob
se

rv
at

io
n.

 T
he

sa
m

pl
e 

co
ul

d 
co

m
pr

is
e 

th
re

e 
pe

rf
or

m
an

ce
 le

ve
ls

:
gr

ad
e 

(C
) 

em
-

pl
oy

ee
s,

 g
ra

de
 (

B
) 

em
pl

oy
ee

s 
an

d 
gr

ad
e 

(A
) 

em
pl

oy
ee

s.
P

rin
ci

pl
es

an
d 

te
ch

ni
qu

es
 o

f r
an

do
m

 s
am

pl
in

g
ar

e 
w

id
el

y 
de

ta
ile

d 
in

 s
ta

tis
tic

al
bo

ok
s.

2.
 O

bs
er

vi
ng

 th
e 

gr
ou

p 
sa

m
pl

e 
w

hi
le

 a
cc

om
pl

is
hi

ng
th

e 
re

qu
ire

d 
ac

ts
by

 u
si

ng
 a

pp
ro

pr
ia

te
 fo

rm
s 

or
 to

ol
s.

 F
or

m
 (

4)
in

 c
ha

pt
er

 II
 m

ay
 p

ar
tly

be
 u

til
iz

ed
 h

er
e.

 T
he

 d
es

ig
ne

r,
 n

on
et

he
le

ss
,

m
ak

es
 s

ur
e 

to
 r

ec
or

d
th

e 
be

gi
nn

in
g 

an
d 

fin
is

hi
ng

 p
er

fo
rm

an
ce

 ti
m

e
fo

r 
ea

ch
 e

m
pl

oy
ee

.
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3.
 S

um
m

in
g 

up
 th

e 
tim

e 
pe

rio
ds

 o
bs

er
ve

d 
fo

r 
th

e 
gr

ou
p 

sa
m

pl
e,

 th
en

di
vi

di
ng

 it
 b

y 
th

e 
nu

m
be

r 
of

 e
m

pl
oy

ee
s 

in
vo

lv
ed

. T
he

 r
es

ul
t w

ill
 b

e
th

e 
tim

e 
m

ea
n 

ne
ed

ed
 g

en
er

al
ly

 to
 im

pl
em

en
t t

he
 o

bs
er

ve
d 

pr
o-

fe
ss

io
na

l b
eh

av
io

r.
4.

 S
um

m
in

g 
up

 a
ll 

th
e 

tim
e 

m
ea

n 
ob

ta
in

ed
 fo

r 
th

e 
pr

of
es

si
on

al
 a

ct
s

w
hi

ch
 b

el
on

g 
to

 s
pe

ci
fic

 ta
sk

. T
he

 r
es

ul
t h

er
e 

w
ill

 b
e 

th
e 

cr
ite

rio
n

fie
ld

 ti
m

e 
ne

ce
ss

ar
y 

fo
r 

pe
rf

or
m

in
g 

th
e 

ta
sk

.
S

in
ce

 a
 jo

b 
is

 c
om

po
se

d 
of

 tw
o 

or
 m

or
e 

ta
sk

s,
 th

en
 th

e 
to

ta
l t

im
e

ne
ed

ed
 to

 a
cc

om
pl

is
h 

th
e 

ta
sk

s 
w

ill
 le

ad
 to

 th
e 

gr
an

d 
w

or
ki

ng
 ti

m
e 

of
th

e 
w

ho
le

 jo
b.

In
te

rv
ie

w
in

g 
a 

S
el

ec
te

d 
G

ro
up

 o
f J

ob
 P

er
so

nn
el

:
E

xa
m

pl
es

 o
f j

ob
 p

er
so

nn
el

 w
ho

m
 m

ay
 b

e 
in

te
rv

ie
w

ed
, a

re
: a

dm
in

is
-

tr
at

or
s,

 s
up

er
vi

so
rs

, e
xp

er
ts

, e
m

pl
oy

ee
s,

 te
ch

ni
ci

an
s 

an
d 

ai
de

s.
U

si
ng

 th
is

 p
ro

ce
du

re
, t

he
 fi

el
d 

tim
e 

m
ay

 b
e 

de
te

rm
in

ed
 in

 th
re

e
st

ep
s:

1.
 S

el
ec

tin
g 

a 
gr

ou
p 

sa
m

pl
e 

of
 e

xc
ep

tio
na

lly
 s

uc
ce

ss
fu

l j
ob

pe
rs

on
-

ne
l. 

T
he

 s
am

pl
e 

is
 e

xp
ec

te
d 

to
 b

e 
m

or
e 

ca
pa

bl
e 

in
 g

iv
in

g 
va

lid
 a

s-
se

ss
m

en
t o

f f
ie

ld
 ti

m
es

 th
an

 th
ei

r 
co

un
te

rp
ar

ts
, t

he
 n

eg
lig

en
t

pe
er

s.
2.

 A
sk

in
g 

ea
ch

 g
ro

up
 m

em
be

r 
ab

ou
t t

w
o 

ty
pe

s 
of

 fi
el

d 
tim

e.
 T

he
 fi

rs
t i

s
th

e 
sh

or
te

st
 w

hi
ch

 is
 n

ee
de

d 
by

 (
A

) 
em

pl
oy

ee
s 

; a
nd

 th
e 

se
co

nd
 is

th
e 

lo
ng

es
t w

hi
ch

 is
 n

ee
de

d 
by

 (
C

) 
em

pl
oy

ee
s.

3.
 C

al
cu

la
tin

g 
th

e 
tim

e 
m

ea
n 

fo
r 

ea
ch

 in
di

vi
du

al
 o

n 
ea

ch
 a

ct
, a

nd
 th

e
tim

e 
m

ea
n 

of
 th

e 
ac

t f
or

 a
ll 

sa
m

pl
e 

m
em

be
rs

. S
um

m
in

g 
tim

e 
m

ea
ns

fo
r 

al
l a

ct
s 

in
vo

lv
ed

 in
 a

 ta
sk

 o
r 

a 
jo

b,
 w

ill
 p

ro
du

ce
 th

e 
gr

an
d 

pe
rf

or
-

m
an

ce
 p

er
io

d.
O

ne
 w

ay
 to

 c
he

ck
 th

e 
va

lid
ity

 o
f w

or
ki

ng
 ti

m
e 

va
lu

es
 to

 th
e 

ac
tu

al
re

qu
ire

m
en

ts
 o

f t
he

 jo
b,

 is
 a

do
pt

in
g 

si
m

ul
ta

ne
ou

sl
y 

th
e 

tw
o 

pr
oc

e-
du

re
s 

ab
ov

e.
 C

or
re

la
tin

g 
tim

e 
va

lu
es

 a
fte

rw
ar

ds
 w

ill
 p

in
po

in
t t

he
 p

re
ci

-
si

on
 r

ea
lit

y 
of

 r
es

ul
ts

.

A
ss

es
sm

en
t o

f T
ra

in
in

g 
P

er
ce

nt
ag

es
 o

f
A

ct
s 

an
d 

T
he

ir 
P

ar
al

le
l A

m
ou

nt
s

of
 T

im
e 

W
ith

in
 a

 P
ro

gr
am

T
ra

in
in

g 
pe

rc
en

ta
ge

s 
ar

e 
be

ha
vi

or
al

 o
r 

w
or

ki
ng

 w
ei

gh
ts

 d
es

ig
na

te
d

w
ith

in
 a

 p
ro

gr
am

 to
 th

e 
de

ve
lo

pm
en

t o
f t

he
 jo

b 
ac

ts
 b

as
ed

 o
n 

th
ei

r 
im

-
po

rt
an

ce
 d

eg
re

es
 o

r 
le

ve
ls

 s
ta

te
d 

in
 fo

rm
 (

3)
 a

nd
 (

8)
 w

ith
in

 c
ha

pt
er

s 
II

an
d 

III
.

T
he

 p
ar

al
le

l t
ra

in
in

g 
tim

e 
on

 th
e 

ot
he

r 
ha

nd
, i

s 
th

e 
pr

og
ra

m
's

 s
ub

-
pe

rio
d 

al
lo

ca
te

d 
fo

r 
ea

ch
 a

ct
 b

as
ed

 o
n 

its
 tr

ai
ni

ng
 w

ei
gh

t o
r 

pe
rc

en
t-

ag
e 

po
in

ts
 w

ith
in

 th
e 

pr
og

ra
m

. F
or

m
 (

10
) 

ex
pl

ai
ns

 th
es

e 
st

at
is

tic
al

 m
a-

ni
pu

la
tio

ns
.

T
he

 b
eh

av
io

ra
l a

nd
 d

ig
ita

l d
at

a 
re

co
rd

ed
 in

 c
ol

um
ns

 (
1,

 2
, 3

, 4
, a

nd
5)

 o
f f

or
m

 (
10

),
 is

 ta
ke

n 
no

rm
al

ly
 fr

om
 p

re
vi

ou
s 

fo
rm

s 
(3

, 6
, 8

 a
nd

 9
) 

in
ch

ap
te

rs
 1

1,
11

1 
an

d 
IV

.

W
he

n 
as

se
ss

in
g 

th
e 

tr
ai

ni
ng

 p
er

ce
nt

ag
es

 a
nd

 th
ei

r 
pa

ra
lle

l p
er

io
ds

of
 ti

m
e,

 th
e 

de
si

gn
er

 fa
ce

s 
ac

tu
al

ly
 tw

o 
m

aj
or

 ta
sk

s:
F

irs
t: 

F
in

di
ng

 th
e 

tr
ai

ni
ng

 p
er

ce
nt

ag
e 

po
in

ts
 o

f j
ob

 a
ct

s.
T

o 
fin

d 
th

e 
tr

ai
ni

ng
 p

oi
nt

s 
or

 p
er

ce
nt

ag
es

 w
ith

in
 c

om
in

g
pr

og
ra

m
, t

he
de

si
gn

er
 s

im
pl

y 
m

ul
tip

lie
s 

th
e 

de
gr

ee
s 

of
 e

m
pl

oy
ee

's
 n

ee
ds

 (
in

 c
ol

-
um

n 
4)

 b
y 

th
ei

r 
co

un
te

rp
ar

ts
 o

f t
he

 jo
b 

(in
 c

ol
um

n 
5)

. T
he

 r
es

ul
ts

 o
f

th
is

 s
te

p 
ap

pe
ar

 in
 c

ol
um

n 
(6

) 
of

 fo
rm

 (
10

).
T

he
 n

um
er

at
or

 v
al

ue
 o

f e
ac

h 
ob

se
rv

ed
 a

ct
, w

he
n 

is
 d

iv
id

ed
 b

y 
its

de
no

m
in

at
or

 v
al

ue
, w

ill
 r

ep
re

se
nt

 th
e 

tr
ai

ni
ng

 p
er

ce
nt

ag
e 

or
 w

ei
gh

t
w

hi
ch

 w
ill

 w
ith

st
an

d 
in

 th
e 

pr
og

ra
m

. I
t a

ls
o 

in
di

ca
te

s 
th

e 
tim

e,
 m

on
ey

,
hu

m
an

 a
nd

 lo
gi

st
ic

al
 s

er
vi

ce
s 

th
at

 s
ho

ul
d 

be
 a

llo
ca

te
d 

fo
r 

it 
th

ro
ug

ho
ut

tr
ai

ni
ng

.
C

om
pa

rin
g 

fo
r 

ex
am

pl
e 

th
e 

pe
rc

en
ta

ge
s 

of
 a

ct
s:

 th
e 

fir
st

 (
19

%
),

 th
e

th
ird

 (
75

%
),

 th
e 

fif
th

 (
10

0%
) 

an
d 

th
e 

ei
gh

th
 (

50
%

),
 w

ill
 p

in
po

in
t t

he
 d

if-
fe

re
nt

ia
l t

re
at

m
en

t s
ui

ta
bl

e 
fo

r 
ea

ch
 a

ct
 a

bo
ve

.
S

ec
on

d:
 F

in
di

ng
 th

e 
tr

ai
ni

ng
 ti

m
e 

su
ita

bl
e 

fo
r 

jo
b 

ac
ts

. T
he

 d
es

ig
ne

r
co

ul
d 

us
e 

th
e 

fo
llo

w
in

g 
pr

oc
ed

ur
es

 :

F
in

di
ng

 th
e 

C
rit

er
io

n 
T

ra
in

in
g 

T
im

e 
fo

r 
Jo

b 
A

ct
s 

W
he

n
F

ie
ld

 T
im

e 
is

 K
no

w
n.

T
o 

ca
lc

ul
at

e 
th

e 
tr

ai
ni

ng
 ti

m
e 

of
 jo

b 
ac

ts
, t

he
 d

es
ig

ne
r 

sh
ou

ld
 h

av
e

in
 h

an
d 

th
e 

fie
ld

 ti
m

e 
of

 e
ac

h 
ac

t. 
T

he
 q

ue
st

io
n 

of
 th

is
 is

 s
et

tle
d 

in
 th

e
pr

ev
io

us
 p

ar
ag

ra
ph

.
N

ow
, t

o 
ob

ta
in

 th
e 

tr
ai

ni
ng

 ti
m

e 
fo

r 
an

 a
ct

, t
he

 d
es

ig
ne

r 
m

ut
ip

lie
s 

its
pr

of
es

si
on

al
 fi

el
d 

pe
rio

d 
by

 fo
ur

. T
he

 r
es

ul
tin

g 
va

lu
e 

w
ill

 r
ep

re
se

nt
 th

e
cr

ite
rio

n 
tim

e 
w

hi
ch

 c
ou

ld
 b

e 
ad

op
te

d 
by

 p
ro

sp
ec

tiv
e 

tr
ai

ni
ng

pr
o-

gr
am

s.
T

he
 q

ue
st

io
n 

th
at

 m
ay

 a
ris

e 
he

re
, i

s 
: w

hy
 s

ho
ul

d 
th

e 
de

si
gn

er
 m

ul
-
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F
ro

m
 (

10
) 

: A
ss

es
sm

en
t o

f t
ra

in
in

g 
pe

rc
en

ta
ge

s 
of

 a
ct

s 
an

d
th

ei
r 

pa
ra

lle
l a

m
ou

nt
 o

f t
im

e 
w

ith
in

 p
ro

gr
am

.
T

he
 J

ob
 : 

ca
r 

dr
iv

in
g

D
es

ig
ne
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T
he

 ta
sk

 : 
ca

r 
m

ai
nt

en
an

ce
A

dm
in

is
tr

at
io

n 
:

,,-
: o
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ra
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A
pp
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at
in

g 
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e 
ro

le
 o

f m
ai

nt
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e 
in

 s
af

et
y 

dr
iv

in
g.

M
ai

nt
ai

ni
ng

 b
at

te
r,

' w
at

er
 to

 r
e-

qu
ire

d 
le

ve
l.

M
ai

nt
ai

ni
ng

 r
ad

ia
to

r 
w

at
er

 to
 r

e-
qu

ire
d 

le
ve

l.
M

ai
nt

ai
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ng
 e

ng
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e 
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l t
o 

re
-

qu
ire

d 
le

ve
l.

M
ai

nt
ai

ni
ng

 w
he

el
 o

il 
to

 r
eq

ui
re

d
le

ve
l.

C
on

tr
ol

lin
g 

en
gi

ne
 te

m
pe

ra
tu

re
to

 r
eq

ui
re

d 
le

ve
l.

K
ee

pi
ng

 c
ar

 li
gh

ts
 w

or
ki

ng
 p

ro
p-

er
ly

.
K

ee
pi

ng
ca

r 
br

ak
es

 w
or

ki
ng

 e
f-

fe
ct

iv
el

y.
C

ha
ng

in
g 

fla
t c

ar
 ti

re
.

K
ee

pi
ng

 c
ar

 lo
ck

s 
w

or
ki

ng
 p

ro
p-

er
ly

.
M

ai
nt

ai
ni

ng
 c

le
an

lin
es

s 
of

 c
ar

.
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0
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0
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B

as
ic

 a
ct

s'
 s

ub
to

ta
ls

34
42

l2
4

'

19
2

69
59

0
m

ea
ns

 &
 p

er
ce

nt
ag

es
3

3.
5

65
%

79
.5

%

. ti "5 t-
-:

--
... :4 E te
§'

1 2 3 4

C
ha

ng
in

g 
en

gi
ne

 o
il 

ev
ey

 (
10

00
)

km
s.

R
ep

ai
ri

ng
 c

au
se

 o
hi

gh
 e

ng
in

e 
te

rn
-

pr
at

ur
e

R
ep

ai
ri

ng
 c

ar
 li

gh
ts

 w
he

n 
ne

ce
ss

au

R
eP

ai
ri

ng
al

t C
ar

 ti
re

.

1 2 1 1

2 2 2 1

2
16

4

5
40

15

60
8

60
4

60

M
in

or
 a

ct
s'

 s
ub

-t
ot

al
s

5
7

32
22

0
M

ea
ns

 &
 p

er
ce

nc
et

ag
es

1.
25

2.
75

14
%

15
%

(1
)

F
ro

m
 fo

rm
 (

8)
.

(2
) 

Fr
om

 f
or

m
 (

3)
.

(3
) 

C
ri

te
ri

on
 tr

ai
ni

ng
 ti

m
e.

(4
) 

G
ra

nd
to

ta
l o

f 
ob

se
rv

ed
 n

ee
ds

 o
f 

ac
ts

 3
-1

2 
=

11
7.

(5
) 

M
in

ut
es

 a
re

 b
as

ed
 o

n 
th

e 
m

ul
tip

li-
ca

tio
n 

of
 p

en
ce

nt
ag

e 
po

in
ts

 in
 c

ol
um

n
(6

)
by

 c
ri

te
ri

on
 tr

ai
ni

ng
 ti

m
e 

in
 c

ol
um

n 
(7

).
T

he
 r

es
ul

t i
s 

th
e 

to
ta

l a
pp

ro
pr

ia
te

 p
er

io
d 

fo
r 

tr
ai

ni
ng

.
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tip
ly

 th
e 

fie
ld

 ti
m

e 
by

 4
 in

 o
rd

er
 to

 g
et

 th
e 

cr
ite

rio
n 

tr
ai

ni
ng

 ti
m

e?
 T

he
ju

st
ifi

ca
tio

n 
is

 a
s 

fo
llo

w
s:

T
he

 a
ch

ie
ve

m
en

t o
f b

eh
av

io
ra

l s
ki

lls
 w

he
th

er
 in

 tr
ai

ni
ng

 o
r 

in
 fo

rm
al

ed
uc

at
io

n,
 r

eq
ui

re
s 

fo
ur

 b
as

ic
 p

ro
ce

ss
es

: t
ea

ch
in

g,
 le

ar
ni

ng
, p

ra
ct

ic
e/

in
te

rn
al

iz
at

io
n,

 a
nd

 e
va

lu
at

io
n-

co
rr

ec
tio

n.
 E

ac
h 

pr
oc

es
s 

ne
ce

ss
ita

te
s

a 
sp

ec
ifi

c 
pe

rio
d 

of
 ti

m
e 

co
m

pa
ra

bl
e 

to
 o

th
er

 a
cc

om
pa

ny
in

g 
pr

oc
es

s-
es

. It 
is

 a
ss

um
ed

 h
er

e 
th

at
 n

or
m

al
 tr

ai
ne

es
, u

nd
er

 n
or

m
al

 tr
ai

ni
ng

 c
on

-
di

tio
ns

, w
ill

 c
on

su
m

e 
no

rm
al

 c
om

pa
ra

bl
e 

pe
rio

ds
 o

f t
im

e 
fo

r 
te

ac
hi

ng
,

le
ar

ni
ng

, p
ra

ct
ic

e 
an

d 
ev

al
ua

tio
n.

 W
ith

 th
e 

sa
m

e 
to

ke
n,

 b
rig

ht
 tr

ai
ne

es
w

ill
 n

ee
d 

sh
or

te
r 

co
m

pa
ra

bl
e 

pe
rio

ds
 to

 g
o 

th
ro

ug
h 

ea
ch

 o
ne

 o
f t

he
af

or
em

en
tio

ne
d 

ac
tiv

iti
es

.
A

cc
or

di
ng

 to
 th

e 
ab

ov
e,

 if
 th

e 
jo

b 
tim

e 
of

 a
ct

 (
1)

 in
 fo

rm
 (

10
) 

is
 fo

r
ex

am
pl

e 
2.

5 
m

s.
, t

he
 c

rit
er

io
n 

tr
ai

ni
ng

 ti
m

e 
w

ill
 b

e:
 2

.5
 x

 4
 =

10
 m

s.

F
in

di
ng

 th
e 

O
bs

er
ve

d 
T

ra
in

in
g 

T
im

e 
fo

r 
Jo

b 
A

ct
s 

ba
se

d
on

 T
he

ir 
C

rit
er

io
n 

T
ra

in
in

g 
T

im
es

 a
nd

 P
er

ce
nt

ag
e 

P
oi

nt
s.

B
as

ed
 o

n 
th

e 
cr

ite
rio

n 
tr

ai
ni

ng
 ti

m
e 

of
 1

0 
m

s.
 , 

w
ha

t w
ill

 b
e,

 th
en

,
th

e 
ob

se
rv

ed
 tr

ai
ni

ng
 ti

m
e 

ne
ce

ss
ar

y 
fo

r 
ac

t (
1)

 in
 fo

rm
 (

10
)?

 lo
ok

in
g 

at
th

e 
pe

rc
en

ta
ge

 p
oi

nt
s 

of
 th

e 
ac

t, 
it 

is
 fo

un
d 

to
 b

e 
19

%
 (

or
 3

/1
6)

. T
he

pr
og

ra
m

 ti
m

e 
re

qu
ire

d 
fo

r 
tr

ai
ni

ng
 o

n 
th

e 
ac

t, 
is

 th
er

ef
or

e:
 1

0 
x

=
 2

m
s.

 T
he

 s
am

e 
op

er
at

io
n 

ap
pl

ie
s 

of
 c

ou
rs

e 
to

 o
th

er
 r

em
ai

ni
ng

 a
ct

s.
M

in
ut

es
 d

at
a 

in
 fo

rm
 (

10
) 

re
su

lts
 fr

om
 th

is
 p

ro
ce

du
re

.
T

he
 u

se
 o

f f
or

m
 (

10
) 

in
 th

e 
de

si
gn

 o
f t

ra
in

in
g,

 p
re

se
nt

s 
se

ve
ra

l i
nd

i-
ca

to
rs

 fo
r 

tr
ai

ni
ng

 :
(1

) 
Lo

w
-k

ey
 a

ct
s 

in
di

ca
te

 e
ith

er
 e

m
pl

oy
ee

s 
m

as
te

r 
al

re
ad

y 
1-

1.
33

4 
re

-
qu

ire
d 

sk
ill

s 
to

 a
 la

rg
e 

de
gr

ee
, o

r 
th

e 
ac

ts
 th

em
se

lv
es

 e
m

bo
dy

 m
i-

no
r 

ab
ili

tie
s 

us
ed

 to
 p

er
fo

rm
 th

e 
jo

b.
In

 b
ot

h 
ca

se
s,

 th
e 

de
si

gn
er

 a
llo

ca
te

s 
ap

pr
op

ria
te

 ti
m

e 
fo

r 
re

vi
ew

in
g

an
d 

st
im

ul
at

in
g 

pa
st

 k
no

w
le

dg
e 

of
 th

e 
ac

ts
.

(2
) 

H
ig

hl
y 

ne
ed

ed
 a

ct
s 

ar
e 

im
po

rt
an

t f
or

 b
ot

h 
em

pl
oy

ee
s 

an
d 

th
e 

jo
b;

in
 a

dd
iti

on
, t

he
se

 a
ct

s 
ar

e 
m

is
si

ng
 fr

om
 p

ro
fe

ss
io

na
l r

ep
er

to
ire

 o
f

em
pl

oy
ee

s.
 A

ct
s 

(3
-1

2)
 s

ta
te

d 
in

 fo
rm

 (
10

) 
co

ns
tit

ut
e 

in
 e

ss
en

ce
th

e 
co

re
 o

f t
he

 tr
ai

ni
ng

 p
ro

gr
am

.
(3

) 
T

he
 a

m
ou

nt
 o

f t
im

e 
ap

pr
op

ria
te

 fo
r 

th
e 

tr
ai

ni
ng

 o
n 

ea
ch

 a
ct

, a
nd

 fo
r

th
e 

w
ho

le
 p

ro
gr

am
 in

 g
en

er
al

. F
or

m
 (

10
) 

pi
np

oi
nt

s 
di

gi
ta

lly
 th

es
e

tw
o 

di
m

en
si

on
s 

of
 tr

ai
ni

ng
 ti

m
e 

( 
C

ol
um

n 
7 

) 
.
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F
in

di
ng

 th
e

O
bs

er
ve

d
T

ra
in

in
g 

T
im

e
fo

r 
Jo

b 
A

ct
s

W
he

n
C

rit
er

io
n 

T
im

e
or

 P
er

ce
nt

ag
e

P
oi

nt
s 

ar
e

K
no

w
n 

an
d

S
pe

-
ci

fic
 P

er
io

d
fo

r 
th

e
P

ro
gr

am
 is

P
m

-d
et

er
m

in
ed

.
W

ha
t a

bo
ut

,
if 

ei
th

er
 th

e
cr

ite
rio

n 
tim

e
or

 p
er

ce
nt

ag
e

po
in

ts
 a

re
kn

ow
n 

an
d 

th
e

tr
ai

ni
ng

 ti
m

e
is

 p
re

de
te

rm
in

ed
by

 th
e 

co
nc

er
ne

d
ad

-
m

in
is

tr
at

io
n?

 H
ow

co
ul

d 
th

e
de

si
gn

er
 c

al
cu

la
te

th
e 

tim
e 

pe
rio

ds
su

ita
-

bl
e 

fo
r 

ac
ts

, w
ith

ou
t o

ve
rlo

ok
in

g
or

 o
ve

rw
ei

gh
in

g
on

e 
or

 m
or

e 
of

th
em

at
 th

e 
ex

pe
ns

e
of

 o
th

er
s 

?

R
ul

e 
: i

f t
he

av
ai

la
bl

e 
tim

e 
is

de
ar

ly
 s

ho
rt

co
m

pa
ra

bl
e 

to
 th

e
ac

tu
al

 d
em

an
ds

re
-

qu
ire

d 
un

de
r 

no
rm

al
co

nd
iti

on
s 

fo
r 

tr
ai

ni
ng

,
th

e 
de

si
gn

er
 is

ob
lig

ed
 to

 &
re

ga
rd

th
e

lo
w

-k
ey

 a
ct

s,
 th

us
di

st
rib

ut
in

g 
th

e
av

ai
la

bl
e 

tim
e

on
 th

e 
re

m
ai

ni
ng

hi
gh

ly
 n

ee
de

d
on

es
. T

he
 b

as
ic

ac
ts

 n
um

be
re

d 
1

an
d 

2 
an

d
te

nt
at

iv
el

y,
 a

ll 
m

in
or

ac
ts

 in
 fo

rm
 (

10
)

co
ul

d 
be

 a
cc

or
di

ng
ly

ig
no

re
d 

he
re

.

R
eg

ar
dl

es
s 

of
 th

e
na

tu
re

 o
f t

he
pr

ed
et

er
m

in
ed

 ti
m

e
fo

r 
tr

ai
ni

ng
, t

he
de

si
gn

er
, w

he
n

di
st

rib
ut

in
g 

th
e

av
ai

la
bl

e 
pe

rio
d

on
 p

ro
fe

ss
io

na
l a

ct
s,

m
ay

 c
on

si
de

r 
th

e
fo

llo
w

in
g 

st
ep

s
:

1.
 T

ra
ns

fo
rm

in
g

th
e 

av
ai

la
bl

e
tim

e 
of

 d
ay

s/
ho

ur
s 

in
to

m
in

ut
es

, i
f t

he
de

si
gn

er
 h

as
 fo

r
ex

am
pl

e 
on

e
da

y 
tr

ai
ni

ng
w

ith
 s

ev
en

ho
ur

s 
on

ly
,

th
en

 h
e 

w
ill

ha
ve

 th
e 

to
ta

l o
f 4

20
m

in
ut

es
.

2.
 A

dd
in

g
up

 th
e 

cr
ite

rio
n

pe
rio

ds
 (

in
de

no
m

in
at

or
s)

 o
f t

he
 a

ct
s 

in
co

l-
um

n 
(7

).
 If

 th
e

te
n 

ba
si

c
ac

ts
 (

3-
12

)
ar

e 
ta

ke
n 

fo
r

ex
am

pl
e,

 th
en

th
e

su
m

 o
f t

he
ir 

pe
rio

ds
in

 m
in

ut
es

ar
e 

56
0.

W
he

ne
ve

r 
cr

ite
rio

n
pe

rio
ds

 a
re

no
t a

va
ila

bl
e,

th
e 

de
si

gn
er

w
ill

 a
dd

up
 in

st
ea

d,
 th

e
pe

rc
en

ta
ge

 p
oi

nt
s

in
 c

ol
um

n
(6

)
. T

he
 r

es
ul

t i
n 

ou
r

ca
se

 (
1 

or
m

 1
0)

 is
11

7.
3.

 F
in

di
ng

th
e 

pe
rc

en
ta

ge
of

 th
e 

cr
ite

rio
n

tim
e 

fo
r 

ea
ch

ac
t; 

by
 d

iv
id

-
in

g 
its

 s
pe

ci
fie

d
pe

rio
d 

on
 th

e
gr

an
d 

to
ta

l o
f

al
l a

ct
s.

 (
e.

g.
40

/
56

0 
=

.0
7)

.
O

nc
e 

ag
ai

n 
if

th
e 

cr
ite

rio
n

tim
e 

is
 u

nk
no

w
n,

th
en

 th
e

de
si

gn
er

 w
ill

us
e 

th
e 

pe
rc

en
ta

ge
po

in
ts

 d
iv

id
in

g
th

em
 b

y 
th

e
gr

an
d 

to
ta

l o
f

11
7

in
 fo

rm
 (

10
).

T
he

 r
es

ul
t w

ill
 b

e 
tr

ai
ni

ng
pe

rc
en

ta
ge

 p
oi

nt
s

w
hi

ch
ea

ch
 a

ct
 d

es
er

ve
s

co
m

pa
ra

bl
e 

to
ot

he
rs

 w
ith

in
pr

og
ra

m
 (

e.
g 

9/
11

7
=

 .0
8 

ro
un

de
d)

.
4.

 M
ul

tip
ly

in
g

th
e 

cr
ite

rio
n

tim
e 

pe
rc

en
ta

ge
or

 th
e 

pe
rc

en
ta

ge
po

in
t o

f
ea

ch
 a

ct
 in

st
ep

 3
 a

bo
ve

,
by

 th
e 

ac
tu

al
tim

e 
av

ai
la

bl
e

fo
r 

tr
ai

ni
ng

.
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G
2

T
he

 r
es

ul
t w

ill
be

 th
e 

ob
se

rv
ed

tr
ai

ni
ng

 p
er

io
d

of
 e

ac
h 

ac
t a

cc
or

d-
in

g 
to

 it
s 

w
ei

gh
t w

ith
in

 th
e

pr
og

ra
m

 (
e.

g.
 .0

7
x 

42
0 

=
 2

9.
4

in
ns

. o
r

.0
8 

x 
42

0
=

 3
3.

6m
s)

C
on

si
de

rin
g 

th
e

ab
ov

e 
st

ep
s,

th
e 

tr
ai

ni
ng

pe
rio

ds
 in

m
in

ut
es

(u
si

ng
 c

rit
er

io
n

tim
e)

 fo
r 

th
e

ac
ts

 (
3-

12
) 

in
fo

rm
 (

10
),

ar
e 

: 3
0,

 3
0,

 2
2.

5,
15

, 4
5,

 3
0,

90
, 9

0,
 2

2.
 5

,
an

d 
45

.
W

he
n 

co
ns

id
er

in
g

ho
w

ev
er

, t
he

pe
rc

en
ta

ge
 p

oi
nt

s,
th

e 
tr

ai
ni

ng
pe

rio
ds

 fo
r 

th
e

sa
m

e 
ac

ts
 (

3-
12

)
ar

e:
 4

3,
 4

3,
 5

7.
4,

32
.3

, 5
7.

 4
,

21
.5

,
57

.4
, 5

7.
4,

21
.5

, 2
8.

7.
A

 d
iff

er
en

ce
is

 n
ot

ed
am

on
g 

tim
e 

va
lu

es
sp

ec
ifi

ed
 b

y 
th

e
tw

o 
m

et
h-

od
s:

 th
e

us
e 

of
 c

rit
er

io
n

tim
e 

an
d

pe
rc

en
ta

ge
 p

oi
nt

s
of

 o
bs

er
ve

d
ne

ed
s.

 T
hi

s 
is

du
e 

to
 th

e
ap

pl
ic

at
io

n 
of

 th
e

cr
ite

rio
n 

tim
e

w
hi

ch
 is

m
or

e
re

pr
es

en
ta

tiv
e 

of
ac

ts
' r

ea
lit

ie
s

as
 fi

rs
t h

an
d

ra
w

 d
at

a 
th

an
th

e 
pe

rc
en

t-
ag

e 
va

lu
es

 a
s

de
riv

ed
 d

cl
a 

(in
co

lu
m

s 
6)

.

A
ss

es
sm

en
t

of
S

ub
-b

eh
av

io
rs

W
ith

in
 J

ob
A

ct
s 

an
d

T
he

ir
P

ar
al

le
l

T
ra

in
in

g
P

er
io

ds
W

ith
in

a 
P

ro
gr

am
T

he
 d

es
ig

ne
r i

n 
th

is
 s

ta
ge

of
 tr

ai
ni

ng
de

si
gn

, t
ak

es
fr

om
 fo

rm
(1

0)
th

e 
re

po
rt

ed
ac

ts
 a

nd
 th

ei
r

in
di

vi
du

al
 ti

m
e

pe
rio

ds
, p

lo
tti

ng
th

em
 in

to
m

 (
11

).
 H

e
th

en
 r

ev
ie

w
s

th
e 

na
tu

re
 o

f
ea

ch
 a

ct
,

br
ea

ki
ng

 it
do

w
n

in
to

 fi
ve

be
ha

vi
or

al
 c

at
eg

or
ie

s
st

at
ed

 o
n 

th
e

fo
rm

.
In

 d
oi

ng
so

 , 
th

e 
de

si
gn

er
re

lie
s 

on
 h

is
pr

of
es

si
on

al
ex

pe
rt

is
e 

in
 th

e
ar

ea
s 

of
 tr

ai
ni

ng
, cu

rr
ic

ul
um

 m
ak

in
g,

be
ha

vi
or

al
ps

yc
ho

lo
gy

,
ed

uc
a-

tio
na

l e
va

lu
at

io
n,

th
e 

de
si

gn
in

g
sc

ie
nc

e 
an

d
el

em
en

ta
ry

st
at

is
tic

s.
T

he
 d

es
ig

ne
r

es
tim

at
es

 th
e

de
gr

ee
s 

of
su

b-
be

ha
vi

or
s

em
be

dd
ed

w
ith

in
 e

ac
h

ac
t b

y 
pu

tti
ng

(4
) 

in
 th

e
ap

pr
op

ria
te

sp
ac

e 
in

 fo
rm

(1
1)

. H
e

su
m

s 
up

 th
e

ap
pr

ai
se

d
de

gr
ee

s 
of

su
b-

be
ha

vi
or

s
w

ith
in

 e
ac

h
ac

t
(C

ol
um

n 
8)

,
th

en
 d

iv
id

e 
its

tr
ai

ni
ng

 p
er

io
d

by
 to

ta
l d

eg
re

es
 o

f s
ub

-
be

ha
vi

or
s 

(n
ot

e
3)

.
T

he
 ti

m
e

va
lu

e 
of

 th
e

po
in

t i
s 

m
ul

tip
lie

d
by

 th
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 p
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ra
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 b
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 b
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 d
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je
ct

iv
es

 fo
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.
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.
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.
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l p
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ra
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l c
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at
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 c
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 c
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 d
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 c
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, f
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ai
ne

es
 w

ill
ac

hi
ev

e 
th

ro
ug

h 
pa

rt
ic

ip
at

io
n

in
 r
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 b
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al

ua
tio

n 
of

 a
ch

ie
ve

m
en

t.
Le

ar
ni

ng
 a

ct
iv

iti
es

 a
re

ed
uc

at
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at
io

n
pr

oc
ed

ur
es

 a
nd

ac
tiv

iti
es

 a
s 

w
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in
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em

en
ts

. T
he

re
fo

re
, t

he
tw

o 
cu

rr
ic

ul
ar

 e
le

-

m
en

ts
 c
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 b
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ad
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 b
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 c
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 p
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 d
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 c
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 p
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ra
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 D
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ra
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t p
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 p
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tio
n;

th
e 

fo
rm

at
iv

e 
ob

-
je

ct
iv

es
 w

hi
ch

 a
re

 in
 r

ea
lit

y 
th

e 
op

er
at

in
g 

ac
tiv

iti
es

 o
f

tr
ai

ni
ng

; a
nd

 la
st

-
ly

, t
he

 te
rm

in
al

 o
bj

ec
tiv

es
 w

hi
ch

 fu
nc

tio
n 

m
ai

nl
y

as
 g

ui
di

ng
 to

ol
s 

fo
r 

im
-

pl
em

en
ta

tio
n 

an
d 

as
 a

de
qu

ac
y 

in
di

ca
to

rs
 fo

r 
ac

hi
ev

em
en

t e
va

lu
at

io
n.

T
he

 th
ird

 c
la

ss
ifi

ca
tio

n 
of

 tr
ai

ni
ng

 g
oa

ls
 is

 q
ua

lit
at

iv
e

in
 n

at
ur

e,
ba

se
d 

on
 th

e 
be

ha
vi

or
al

 d
om

ai
ns

. G
oa

ls
 in

 th
is

 r
eg

ar
d

co
ul

d 
be

 c
og

ni
-

tiv
e,

 a
ffe

ct
iv

e 
or

 p
sy

ch
om

ot
or

. T
he

 a
ut

ho
r 

of
 th

is
 b

oo
k

pr
ef

er
s,

 h
ow

ev
-

er
, t

o 
ad

op
t t

he
 fo

llo
w

in
g 

ty
pe

s 
of

 g
oa

ls
 in

 tr
ai

ni
ng

:

1.
 P

ro
fe

ss
io

na
l g

oa
ls

/ o
bj

ec
tiv

es
 w

hi
ch

 fo
cu

s
pr

im
ar

ily
 o

n 
jo

b 
pe

rf
or

-
m

an
ce

 a
nd

 r
es

po
ns

ib
ili

tie
s.

2.
 O

rg
an

iz
at

io
n'

s 
go

al
s/

 o
bj

ec
tiv

es
 w

hi
ch

ar
e 

co
nc

er
ne

d 
w

ith
 a

dm
in

is
-

tr
at

iv
e-

su
pe

rv
is

or
y 

m
at

te
rs

 o
f h

um
an

 a
nd

 m
at

er
ia

l s
er

vi
ce

s 
of

w
or

k.
3.

 P
er

so
na

l g
oa

ls
/ o

bj
ec

tiv
es

 w
hi

ch
 c

on
ce

nt
ra

te
on

 s
pe

ci
al

 n
ee

ds
 o

f
em

pl
oy

ee
s 

m
os

tly
 o

ut
si

de
 w

or
k.

 T
he

se
 n

ee
ds

m
ay

 b
e 

hu
m

an
, p

sy
-

ch
o-

be
ha

vi
or

al
, f

am
ily

, e
co

no
m

ic
, p

er
so

na
l s

ta
tu

s,
 p

riv
at

e
co

nc
er

ns
or

 m
er

el
y 

pe
rs

on
al

 a
m

bi
tio

ns
.

4.
 S

oc
ia

l g
oa

ls
/ o

bj
ec

tiv
es

 w
hi

ch
 a

re
 c

on
ce

rn
ed

 b
as

ic
al

ly
w

ith
 : 

hu
m

an
co

m
m

un
ic

at
io

n/
 r

el
at

io
ns

 a
m

on
g 

di
ffe

re
nt

 in
di

vi
du

al
s

an
d 

gr
ou

ps
w

ith
in

 a
n 

or
ga

ni
za

tio
n,

 s
oc

ia
l v

al
ue

s,
 e

xp
ec

ta
tio

ns
, g

en
er

al
 c

od
es

an
d 

co
nd

uc
ts

 th
at

 s
ho

ul
d 

be
 m

ai
nt

ai
ne

d 
th

ro
ug

ho
ut

da
ily

 w
or

k/
lif

e.
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C
rit

er
ia

 fo
r 

W
rit

in
g 

T
ra

in
in

g 
G

oa
ls

G
oa

ls
, i

n 
or

de
r 

to
 b

e 
tr

ai
na

bl
e,

 s
ho

ul
d 

be
 w

rit
te

n
ac

co
rd

in
g 

to
 s

pe
-

ci
fic

 c
rit

er
ia

 s
uc

h 
as

 (
go

al
 s

ta
te

m
en

ts
 in

 fo
rm

s 
12

 a
nd

13
 w

hi
ch

 e
m

bo
dy

th
es

e 
cr

ite
ria

):

1.
V

al
id

 r
ep

re
se

nt
at

io
n 

of
 tr

ai
ni

ng
 n

ee
ds

. T
hi

s 
is

 th
e

m
os

t f
un

da
m

en
ta

l
an

d 
cr

uc
ia

l c
rit

er
io

n 
w

hi
ch

 th
e 

de
si

gn
er

 m
us

t a
tte

nd
to

, s
in

ce
 c

on
-

te
nt

 v
al

id
ity

 o
f g

oa
l s

ta
te

m
en

ts
 w

ill
 d

et
er

m
in

e 
th

e 
va

lid
ity

of
 a

ll 
tr

ai
n-

in
g 

fa
ct

or
s,

 p
ro

ce
ss

es
 a

nd
 s

er
vi

ce
s.

. s
ta

rt
in

g 
fr

om
cu

rr
ic

ul
um

 d
oc

u-
m

en
t, 

in
st

ru
ct

io
n 

of
 tr

ai
ni

ng
, h

um
an

 a
nd

 m
at

er
ia

l
se

rv
ic

es
, t

o
ev

al
ua

tio
n 

of
 p

ro
du

ct
iv

ity
.

2.
 S

ou
nd

 la
ng

ua
ge

 a
nd

 m
ea

ni
ng

. G
oa

l s
ta

te
m

en
ts

m
us

t b
e 

gr
am

at
ic

al
-

ly
 c

or
re

ct
 a

nd
 s

el
f-

ex
pr

es
si

ve
 o

n 
th

ei
r 

in
te

nt
s.

T
he

y 
sh

ou
ld

 b
e 

di
-

re
ct

ly
 u

nd
er

st
oo

d 
by

 a
ll 

co
nc

er
ne

d 
pa

rt
ie

s 
w

ith
ou

t f
ur

th
er

 n
ee

d 
fo

r
cl

ar
ifi

ca
tio

n 
or

 in
te

rp
re

ta
tio

n.
 O

th
er

w
is

e,
 th

e 
st

at
em

en
ts

sh
ou

ld
 u

n-
de

rg
o 

so
m

e 
re

sh
uf

fli
ng

s 
or

 r
ev

is
io

ns
 to

 a
ch

ie
ve

cu
rr

en
t c

rit
er

io
n.

3.
 O

pe
ra

tio
na

l l
an

gu
ag

e.
 N

eu
tr

al
 o

r
va

gu
e 

ve
rb

s,
 fo

r 
in

st
an

ce
, s

ho
ul

d
be

 a
vo

id
ed

 w
he

n 
bu

ild
in

g 
st

at
em

en
ts

 o
f g

oa
ls

,
si

nc
e 

th
es

e 
ve

rb
s

m
ay

 c
on

fu
se

 tr
ai

ni
ng

 p
ro

ce
ss

es
, p

ar
tic

ul
ar

ly
 fo

rm
at

iv
e 

an
d

su
m

m
a-

tiv
e 

ev
al

ua
tio

ns
. T

o 
kn

ow
, c

om
pr

eh
en

d,
 a

nd
 a

pp
ly

ar
e 

ex
am

pl
es

 o
f

ne
ut

ra
l b

eh
av

io
rs

. I
ns

te
ad

 th
e 

ve
rb

s:
 to

 c
ou

nt
, p

oi
nt

,
co

m
pu

te
,

su
m

m
ar

iz
e,

 d
et

ai
l, 

ex
pl

ai
n,

 p
er

fo
rm

, a
nd

 e
xe

cu
te

ar
e 

ex
am

pl
es

 o
f

op
er

at
io

na
l v

er
bs

.
4.

 C
om

pl
et

e/
 m

ea
ni

ng
fu

l s
tr

uc
tu

re
. S

ta
te

m
en

ts
of

 g
en

er
al

 g
oa

ls
sh

ou
ld

 b
e 

fu
lly

 s
pe

lle
d 

ou
t. 

S
ta

te
m

en
ts

 o
f t

er
m

in
al

an
d 

fo
rm

at
iv

e
ob

je
ct

iv
es

 o
n 

th
e 

ot
he

r 
ha

nd
, m

us
t c

on
ta

in
 th

re
e

co
m

po
ne

nt
s:

T
he

 n
am

e 
of

 th
e 

re
qu

ire
d 

be
ha

vi
or

or
 s

ki
ll,

 it
s 

pr
of

es
si

on
al

 c
on

te
nt

,
an

d 
cr

ite
ria

/ c
on

di
tio

ns
 o

f p
er

fo
rm

an
ce

/ a
ch

ie
ve

m
en

t.

C
or

re
sp

on
di

ng
 R

el
at

io
ns

hi
ps

 A
m

on
g 

T
ra

in
in

g
G

oa
ls

 a
nd

Jo
b 

C
on

te
nt

It 
is

 o
bv

io
us

 in
 e

du
ca

tio
n 

th
at

 g
oa

ls
, i

n 
or

de
r t

o 
be

 v
al

id
, m

us
t r

ep
re

-
se

nt
 th

e 
re

qu
ire

d 
kn

ow
le

dg
e,

 b
eh

av
io

ra
l o

r 
at

tit
ud

in
al

 c
on

te
nt

. I
n 

tr
ai

n-
in

g,
 th

e 
re

pr
es

en
ta

tio
na

l a
nd

 o
pe

ra
tio

na
l

re
la

tio
ns

hi
ps

 a
m

on
g 

el
e-

m
en

ts
 o

f t
ra

in
in

g 
go

al
s 

an
d 

pr
of

es
si

on
al

co
nt

en
t o

f a
 jo

b,
 c

ou
ld

 b
e

de
pi

ct
ed

 a
s 

in
 th

e 
ne

xt
 d

ia
gr

am
 :
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T
ra

in
in

G
en

er
ic

 o
bj

ec
tiv

es

G
iv

e 
bi

rt
h

ar
e 

op
er

at
ed

to
 a

nd by
:

T
er

m
in

al
 b

eh
av

io
ra

l
ob

je
ct

iv
es I

G
iv

e 
bi

rt
h

to
 a

nd
ar

e 
op

er
at

ed
by

:

Fo
rm

at
iv

e 
be

ha
vi

or
al

ob
je

ct
iv

es

Jo
b 

co
nt

en
ts

Jo
b 

ta
sk

s

G
iv

e 
bi

rt
h

I t
o 

an
d

ar
e 

op
er

at
ed

by
:

L
Jo

b 
ac

ts

G
iv

e 
bi

rt
h

ar
e 

o
at

ed
to

 a
nd b 

:

F
ig

ur
e 

I :
 P

os
si

bl
e 

re
pr

es
en

ta
tio

na
l a

nd
 o

pe
ra

tio
na

l r
el

at
io

ns
hi

ps
am

on
g

el
em

en
ts

 o
f t

ra
in

in
g 

go
al

s 
an

d 
jo

b 
co

nt
en

ts
.

T
he

 D
es

ig
n 

of
 G

en
er

ic
 G

oa
ls

 a
nd

 T
er

m
in

al
 O

bj
ec

tiv
es

G
en

er
ic

 o
bj

ec
tiv

es
 o

r 
go

al
s,

 a
s 

in
di

ca
te

d 
ea

rli
er

,
ar

e 
ov

er
al

l s
ta

te
-

m
en

ts
 w

hi
ch

 e
nc

om
pa

ss
 th

e 
tr

ai
ni

ng
 k

no
w

le
dg

e,
 a

tti
tu

de
s 

an
d 

sk
ill

s
th

at
 a

 p
ro

sp
ec

tiv
e 

pr
og

ra
m

 w
ill

 fo
st

er
 in

 th
e 

re
po

rt
s 

of
 e

m
pl

oy
ee

s.
T

he
y 

ar
e 

ge
ne

ra
l i

n 
la

ng
ua

ge
 a

nd
 m

ea
ni

ng
 to

 th
e 

ex
te

nt
th

at
 th

ei
r

ac
hi

ev
em

en
t b

y 
tr

ai
ne

es
 c

an
 n

ot
 b

e 
di

re
ct

ly
 m

ea
su

re
d.

 C
on

se
qu

en
tly

,
th

e 
de

si
gn

er
 m

os
t l

ik
el

y 
w

ill
 r

es
or

t t
o 

m
or

e 
sp

ec
ifi

c
st

at
em

en
ts

 c
al

le
d

be
ha

vi
or

al
 o

bj
ec

tiv
es

.
B

eh
av

io
ra

l o
bj

ec
tiv

es
 a

re
 p

ro
fe

ss
io

na
l s

ta
te

m
en

ts
 d

er
iv

ed
 u

su
al

ly
fr

om
 g

en
er

al
 g

oa
ls

; t
hu

s 
re

pr
es

en
tin

g 
in

 e
xp

lic
it 

te
rm

s,
 th

e 
sk

ill
s

to
 b

e
at

ta
in

ed
 a

s 
a 

re
su

lt 
of

 tr
ai

ni
ng

.
T

w
o 

m
ai

n 
ty

pe
s 

of
 b

eh
av

io
ra

l o
bj

ec
tiv

es
 p

re
va

il 
in

 e
du

ca
tio

n
an

d
tr

ai
ni

ng
: t

er
m

in
al

 a
nd

 fo
rm

at
iv

e.
 T

er
m

in
al

 o
bj

ec
tiv

es
 in

 th
is

pa
ra

gr
ap

h
ar

e 
st

at
em

en
ts

 o
f s

um
m

at
iv

e 
or

 fi
na

l a
bi

lit
ie

s 
w

hi
ch

 w
ill

 b
e 

pr
od

uc
ed

 b
y

tr
ai

ni
ng

.
F

or
m

at
iv

e 
ob

je
ct

iv
es

 in
 th

e 
ne

xt
 p

ar
ag

ra
ph

, a
re

 m
ic

ro
-s

te
ps

or
 s

ub
-

be
ha

vi
or

s 
th

at
, w

he
n 

pe
rf

or
m

ed
 s

eq
ue

nt
ia

lly
, w

ill
 le

ad
 to

 th
e

fo
rm

at
io

n
of

 fi
na

l a
bi

lit
ie

s 
em

be
dd

ed
 in

 te
rm

in
al

 o
bj

ec
tiv

es
.

F
or

m
 (

12
) 

sp
ec

ia
liz

es
 in

 th
e 

de
ve

lo
pm

en
t o

f g
en

er
al

 a
nd

te
rm

in
al

ob
je

ct
iv

es
. T

he
 d

es
ig

ne
r 

co
ul

d 
us

e 
th

e 
fo

rm
as

 fo
llo

w
s:

1.
 C

on
st

ru
ct

in
g 

ge
ne

ra
l g

oa
ls

 a
fte

r 
th

e 
na

m
es

 o
f j

ob
 ta

sk
s.

If 
th

e 
ta

sk
 is

 b
eh

av
io

ra
lly

 s
im

pl
e 

in
 c

om
po

si
tio

n,
 th

en
on

e 
ge

ne
ra

l
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F
or

m
 (

12
):

D
es

ig
n 

of
 g

en
er

ic
 &

 te
rm

in
al

 o
bj

ec
tiv

es
 o

f 
tr

ai
ni

ng
.

T
he

 jo
b:

 C
ar

 d
ri

vi
ng

D
es

ig
ne

r.
T

as
k:

 C
ar

 m
ai

nt
en

an
ce

A
dm

in
is

tr
at

io
n:

N
o.

s
Jo

b 
ac

ts
(I

llu
st

ra
tiv

e 
ex

am
pl

es
)

G
en

er
al

go
al

s
B

eh
av

io
ra

l t
er

m
in

al
 o

bj
ec

tiv
es

(I
llu

st
ra

tiv
e 

ex
am

pl
es

)

1
M

ai
nt

ai
ni

ng
 b

at
te

ry
 w

at
er

 to
G

iv
en

 a
ll 

th
e

1.
 T

he
 tr

ai
ne

e 
w

ill
 m

ai
nt

ai
n

re
qu

ir
ed

 le
ve

l
to

ol
s,

 e
qu

ip
-

ba
tte

ry
 w

at
er

 o
f 

hi
s 

ca
r 

at
 a

ll
2

M
ai

nt
ai

ni
ng

 r
ad

ia
to

r 
w

at
er

 to
m

en
t, 

an
d

tim
es

 w
ith

 p
re

ci
si

on
 o

f 
10

0%
.

re
qu

ir
ed

 le
ve

L
m

at
er

ia
ls

 u
se

d
3.

 T
he

 c
ai

ne
e 

w
ill

 c
he

ck
 th

e
ad

eq
ua

c 
i o

f 
en

gi
ne

 o
il 

ag
ai

ns
t

3
M

ai
nt

ai
ni

ng
 e

ng
in

e 
oi

l t
o

no
rm

al
ly

 in
re

qu
ir

ed
 'l

ev
el

 w
ith

 p
re

ci
si

on
 o

f
re

qu
ir

ed
 le

ve
l

ca
r 

m
ai

nt
e-

10
0%

 d
ur

 n
g 

3 
m

ts
.

4
M

ai
nt

ai
ni

ng
 w

he
el

 o
il 

to
=

ne
e.

 th
e

S.
 T

he
 tr

-i
ne

e 
w

ill
 b

e 
ab

le
 to

re
qu

ir
ed

 le
ve

l.
tr

ai
ne

es
 w

ill
co

nt
ro

l e
ng

in
e 

te
m

pe
ra

tu
re

 a
t

5
C

on
tr

ol
in

g 
en

gi
ne

 te
m

pe
ra

-
su

cc
es

sf
ul

ly
al

l t
im

es
 b

y 
us

in
g 

di
ff

er
en

t
tu

re
 to

 r
eq

ui
re

d 
le

ve
l

pe
rf

or
m

 th
e

m
ea

ns
 le

ar
ne

d 
in

 th
e 

tr
ai

ni
ng

6
K

ee
pi

ng
 c

ar
 li

gh
ts

 w
or

ki
ng

te
n 

m
aj

or
pr

og
ra

m
.

pr
op

er
ly

.
sk

ill
s 

re
qu

ir
ed

7.
 T

he
 tr

ai
ne

e 
w

ill
 m

ai
nt

ai
n

7
K

ee
pi

ng
 c

ar
 b

ra
ke

s 
w

or
ki

ng
in

 th
e

ca
r 

br
ak

es
 e

ff
ec

tiv
el

y 
w

or
ki

ng
ef

fe
ct

iv
el

y.
pr

og
by

 a
pp

ly
in

g 
al

l m
ea

ns
 a

va
ila

-
bl

e 
to

 h
im

.
8

C
ha

ng
in

g 
fl

at
 c

ar
 ti

re
.

8.
1.

 T
he

 tr
ai

ne
e 

w
ill

 p
ar

k 
hi

s
9

K
ee

pi
ng

 c
ar

 lo
ck

s 
w

or
ki

ng
pr

op
er

ly
.

ca
r 

an
d 

di
sp

la
y 

ca
ut

io
n 

si
gn

s
du

ri
ng

 3
 m

ts
, w

ith
 s

uc
ce

ss
 o

f
10

M
ai

nt
ai

ni
ng

 c
le

an
lin

es
s 

of
ca

r.
10

0%
.

8.
2.

 T
he

 tr
ai

ne
e 

w
ill

 p
re

pa
re

al
l t

oo
ls

 n
ec

es
sa

ry
 f

or
 c

ha
ng

-
in

g 
th

e 
tir

e 
w

ith
 s

uc
ce

ss
 o

f
10

0%
 d

ur
in

g 
2 

m
ts

.
8.

3.
 T

he
 tr

ai
ne

e 
w

ill
 li

ft
 th

e
ca

r 
by

 ja
ck

 w
ith

 1
00

%
 p

re
ci

-
si

on
.

8.
4.

 T
he

 tr
ai

ne
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 c
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 d
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l b
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 d
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ra
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re
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 r
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 b
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t p
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 b
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l m
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 D
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 p
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se
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 c
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l p

ro
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 b
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 c
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ra
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ra
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 c
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 m
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 d
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 b
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 p
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 f
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 p
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 d
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 c
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 d
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 d
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 c
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 D
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 c
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, c
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 b
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ra
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 c
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 b
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 b
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 o
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 c
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 w
at

er
w

ith
 a

cc
ur

ac
y 

of
 1

00
%

.
C

ri
te

ri
a 

of
 w

at
er

 a
de

qu
ac

y 
in

 b
at

te
ry

po
ck

et
s.

1-
7

W
ill

 c
lo

se
 b

at
te

ry
 p

oc
ke

ts
 b

y 
sc

re
w

in
g

kn
ob

s 
w

ith
in

 2
 m

in
ut

es
 a

nd
 a

cc
ur

ac
y 

of
10

0%
.

C
lo

si
ng

 s
te

ps
 o

f 
ba

tte
ry

 p
oc

ke
ts

;
cr

ite
ri

a 
of

 e
ff

ec
tiv

e 
cl

os
in

g.

1 
-8

W
ill

 ta
ke

 d
ow

n 
en

gi
ne

 c
ov

er
, r

et
ur

ni
ng

 it
to

 it
s 

po
si

tio
n 

w
ith

 a
cc

ur
ac

y 
of

 1
00

%
.

St
ep

s 
of

 c
lo

si
ng

 th
e 

en
gi

ne
 c

ov
er

;
cr

ite
ri

a 
of

 e
ff

ec
tiv

e 
cl

os
in

g.

1 
-9

W
ill

 s
to

re
 w

at
er

 c
an

 in
 it

s 
pl

ac
e 

w
ith

in
ca

r 
tr

un
k.

C
on

ce
pt

 o
f 

st
or

in
g,

 p
la

ce
s 

ap
pr

o-
pr

ia
te

 f
or

 s
to

ra
ge

; c
ri

te
ri

a 
of

 e
ff

ec
-

tiv
e 

st
or

ag
e.

J
* 

In
 th

e 
ac

tu
al

 d
es

ig
ni

ng
 o

f 
th

e 
tr

ai
ni

ng
 p

ro
gr

am
, k

no
w

le
dg

e 
sh

ou
ld

 b
e

sp
el

le
d 

ou
t t

o
s 

ne
ce

ss
ar

y 
/ f

in
es

t d
et

ai
ls

.
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3.
 O

rg
an

iz
in

g
kn

ow
le

dg
e 

ac
co

rd
in

g
to

 s
eq

ue
nc

e 
of

jo
b 

ac
ts

 o
r 

te
rm

i-

na
l o

bj
ec

tiv
es

an
d 

th
ei

r 
of

fs
pr

in
g,

th
e 

fo
rm

at
iv

e 
on

es
.

T
ra

in
in

g

kn
ow

le
dg

e 
is

 a
rr

an
ge

d
he

re
 a

fte
r 

th
e

cu
rr

ic
ul

ar
/ p

ra
ct

ic
al

 s
eq

ue
nc

e

of
 a

bo
ve

 p
ro

fe
ss

io
na

lt
oo

ls
.

4.
S

el
ec

tio
n 

an
d

D
es

cr
ip

tio
n 

of
T

ra
in

in
g 

K
no

w
le

dg
e

C
on

si
de

rin
g 

th
e 

cr
ite

ria
st

at
ed

 in
 th

e
pr

ev
io

us
 p

ar
ag

ra
ph

,
th

e 
de

-

si
gn

er
 c

ou
ld

 d
er

iv
e

tr
ai

ni
ng

 k
no

w
le

dg
e

by
 s

im
pl

y 
w

rit
in

g
fo

rm
at

iv
e 

ob
-

je
ct

iv
es

 in
 fo

rm
 (

14
),

sp
ec

ify
in

g 
fo

r 
ea

ch
th

e 
kn

ow
le

dg
e

he
ad

lin
es

 o
f

its
 b

eh
av

io
ra

l c
on

te
nt

.
T

he
 d

es
ig

ne
r 

m
ay

,
af

te
rw

ar
ds

, d
et

ai
l t

he
tr

ai
ni

ng
 k

no
w

le
dg

e 
to

th
e

de
gr

ee
 w

hi
ch

 is
de

ee
m

ed
 n

ec
es

sa
ry

fo
r 

pr
of

es
si

on
aV

ac
ad

em
ic

 u
n-

de
rs

ta
nd

in
g 

by
 b

ot
h

tr
ai

ne
es

 a
nd

 tr
ai

ne
rs

.
S

pe
ci

al
iz

ed
 jo

b 
so

ur
ce

s

sh
ou

ld
 b

e 
co

ns
ul

te
d

of
 c

ou
rs

e,
 in

or
de

r 
to

 o
bt

ai
n

th
e 

ap
pr

op
ria

te

kn
ow

le
dg

e 
in

 th
is

re
ga

rd
.

T
he

 d
es

ig
ne

r,
ho

w
ev

er
, c

an
 d

er
iv

e
tr

ai
ni

ng
 k

no
w

le
dg

e
di

re
ct

ly

fr
om

 th
e 

le
ss

sp
ec

ifi
c 

te
rm

in
al

ob
je

ct
iv

es
 o

r 
th

ei
rp

re
de

ce
ss

or
s:

 th
e 

jo
b

ac
ts

. T
he

 m
ai

n
sh

or
tc

om
in

g 
w

hi
ch

pr
ob

ab
ly

 a
cc

ru
e 

ou
t o

f
th

is
 p

ro
ce

ss

is
 th

e 
fa

ilu
re

 to
re

co
gn

iz
e 

so
m

e 
ty

pe
s

of
 k

no
w

le
dg

e 
th

at
 a

re
ba

si
c 

to

th
e 

co
m

pr
eh

en
si

on
of

 r
eq

ui
re

d 
tr

ai
ni

ng
sk

ill
s:

T
he

 D
es

ig
n

of
 A

ch
ie

ve
m

en
t

A
ct

iv
iti

es
A

ch
ie

ve
m

en
t a

ct
iv

iti
es

 a
re

al
l l

ea
rn

in
g 

an
d

fo
rm

at
iv

e 
ev

al
ua

tio
n 

ac
-

tiv
iti

es
 w

hi
ch

 tr
ai

ne
es

en
co

un
te

r 
th

ro
ug

ho
ut

th
e 

co
ur

se
 o

ft
he

ir 
tr

ai
n-

in
g.

 T
he

se
 a

ct
iv

iti
es

pl
ay

 tw
o 

fu
nd

am
en

ta
led

uc
at

io
na

l r
ol

es
: t

he
 c

om
-

pr
eh

en
si

on
 o

f
pr

of
es

si
on

al
 e

xp
er

ie
nc

es
w

hi
ch

 p
ro

gr
am

's
ob

je
ct

iv
es

an
d 

kn
ow

le
dg

es
ca

ll 
fo

r,
 a

nd
de

te
rm

in
in

g 
th

e
ad

eq
ua

cy
 o

f t
hi

s 
co

m
-

pr
eh

en
si

on
.

W
hi

le
 a

ch
ie

ve
m

en
t

ac
tiv

iti
es

 s
er

ve
 a

s 
a

ve
hi

cl
e 

fo
r 

tr
an

sl
at

in
g

pr
o-

gr
am

's
 o

bj
ec

tiv
es

an
d 

kn
ow

le
dg

es
in

to
 b

eh
av

io
ra

l
sk

ill
s,

 th
ey

 r
ep

re
-

se
nt

 th
e 

th
ird

m
aj

or
 e

le
m

en
t o

ft
ra

in
in

g 
cu

rr
ic

ul
um

.

C
rit

er
ia

 fo
r 

S
el

ec
tio

n
an

d 
C

on
st

ru
ct

io
n

of
 A

ch
ie

ve
m

en
t

A
ct

iv
iti

es
.

In
 p

rin
ci

pl
e,

an
dr

ag
og

y 
is

 d
iff

er
en

tf
ro

m
 p

ed
ag

og
y.

T
he

re
fo

re
 tr

ai
-

ne
es

, a
s 

ad
ul

ts
,

re
qu

ire
 s

om
ew

ha
td

iff
re

nt
 a

ch
ie

ve
m

en
tac

tiv
iti

es
 th

an

th
os

e 
of

 y
ou

ng
le

ar
ne

rs
. C

on
se

qu
en

tly
,

se
ve

ra
l c

rit
er

ia
 s

ho
ul

d
be

 n
ot

-
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ed
 w

he
n 

th
es

e
ac

tiv
iti

es
 a

re
 s

el
ec

te
d

an
d 

co
ns

tr
uc

te
d 

fo
rt

ra
in

in
g.

1.
 T

he
 e

du
ca

tio
na

l,
be

ha
vi

or
al

 a
nd

 c
on

te
nt

im
pl

ic
at

io
ns

 o
f f

or
m

at
iv

e

ob
je

ct
iv

es
 o

r 
th

e
su

b-
be

ha
vi

or
s 

of
 jo

b 
ac

ts
.

If 
th

e 
ob

je
ct

iv
e

ca
lls

, f
or

 e
xa

m
pl

e,
fo

r 
de

fin
iti

on
 o

ft
er

m
s,

 r
ec

al
lin

g

fa
ct

s,
 c

on
ce

pt
s,

pr
in

ci
pl

es
 o

r 
st

ep
s;

ex
pl

an
at

io
n 

of
 a

 fa
ct

or
 o

r
pr

o-

ce
ss

; p
er

fo
rm

an
ce

of
 a

 s
ki

ll,
 th

en
ac

hi
ev

em
en

t a
ct

iv
iti

es
sh

ou
ld

ad
op

t t
he

se
ed

uc
at

io
na

l a
bi

lit
ie

s.
F

ur
th

er
, i

f t
he

 b
eh

av
io

ra
lna

tu
re

 o
f a

n 
ob

je
ct

iv
e

is
 a

n 
or

al
, w

rit
te

n
or

ps
yc

ho
m

ot
or

 o
ne

,
le

ar
ni

ng
 a

nd
 e

va
lu

at
iv

e
ac

tiv
iti

es
 s

ho
ul

d
th

er
e-

fo
re

 c
on

fo
rm

w
ith

 w
ha

te
ve

r 
th

e
be

ha
vi

or
al

 n
at

ur
e 

m
ig

ht
be

.

M
or

eo
ve

r,
 th

e 
tr

ai
ni

ng
ac

tiv
iti

es
 fo

r 
le

ar
ni

ng
an

d 
ev

al
ua

tio
n,

 in
or

de
r

to
 b

e 
pr

of
es

si
on

al
ly

va
lid

, m
us

t f
ul

ly
re

pr
es

en
t t

he
 c

ur
ric

ul
ar

co
n-

te
nt

s 
of

 fo
rm

at
iv

e
ob

je
ct

iv
ie

s 
fr

om
 w

hi
ch

ac
hi

ev
em

en
t a

ct
iv

iti
es

 a
re

or
ig

in
al

ly
 d

er
iv

ed
.

In
 s

um
m

ar
y,

le
ar

ni
ng

- 
ev

al
ua

tiv
e

ac
tiv

iti
es

 s
ho

ul
d 

be
m

od
el

ed
 fi

rs
t

an
d 

fo
re

m
os

t a
fte

r
th

e 
ac

t's
 b

eh
av

io
rs

or
 fo

rm
at

iv
e

ob
je

ct
iv

es
 o

f

tr
ai

ni
ng

, i
n 

te
rm

s 
of

:
* 

E
du

ca
tio

na
l a

bi
lit

y.
* 

B
eh

av
io

ra
l n

at
ur

e.
* 

P
ro

fe
ss

io
na

l c
on

te
nt

.
2.

 T
he

 h
om

og
en

ie
ty

ve
rs

us
 th

e
he

te
ro

ge
ni

et
y 

of
 tr

ai
ne

es
ba

ck
-

gr
ou

nd
s.

In
 th

is
 r

eg
ar

d,
di

ffe
re

nt
 p

ro
fe

ss
io

na
lba

ck
gr

ou
nd

s 
of

 tr
ai

ne
es

re
-

qu
ire

 d
is

si
m

ila
r

ac
hi

ev
em

en
t a

ct
iv

iti
es

,
di

ffe
re

nt
 e

xe
rc

is
es

, e
xa

m
-

pl
es

, p
ro

je
ct

s,
le

ar
ni

ng
 e

va
lu

at
iv

e
to

ol
s,

 p
ro

ce
du

re
s

an
d 

be
ha

vi
or

al

si
tu

at
io

ns
.

T
he

 a
ut

ho
r 

of
 th

is
bo

ok
, a

s 
a 

tr
ai

ne
r

du
rin

g 
19
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/1

98
9,

ex
pe

ri-

en
ce

d 
th

e 
re

al
ity

of
 th

e 
ab

ov
e

st
at

em
en

t. 
V

ar
io

us
ge

og
ra

ph
ic

al
,

pr
of

es
si

on
al

 a
nd

ed
uc

at
io

na
l/a

ca
de

m
ic

ba
ck

gr
ou

nd
s 

of
 tr

ai
ne

es

w
ho

 p
ar

tic
ip

at
ed

 in
th

re
e 

tr
ai

ni
ng

 p
ro

gr
am

s
ne

ce
ss

ita
te

d 
th

e 
us

e
of

di
ffe

re
nt

 a
ct

iv
iti

es
 fo

rb
ot

h 
le

ar
ni

ng
 a

nd
ev

al
ua

tio
n 

(R
ef

er
 to

ch
ap

te
r

I f
or

 th
ei

r 
co

un
tr

ie
s,

pr
of

es
si

on
al

 a
ffi

lia
tio

ns
an

d 
th

e 
pr

of
es

si
on

s
in

-

vo
lv

ed
).

3.
 L

en
gt

h 
of

 ti
m

e
av

ai
la

bl
e 

fo
r 

tr
ai

ni
ng

.
T

he
 m

or
e 

tim
e 

th
at

th
er

e 
is

av
ai

la
bl

e 
fo

r 
tr

ai
ni

ng
,t

he
 m

or
e 

tr
ai

ni
ng

ac
tiv

iti
es

 m
ay

 b
e

em
pl

oy
ed

in
 le

ar
ni

ng
 a

nd
ev

al
ua

tio
n.

 O
n 

th
e 

ot
he

rh
an

d,
 a

 s
ho

rt
ag

e 
of

tim
e

fo
rc

es
 s

ta
ff 

pe
rs

on
ne

lt
o 

lim
it 

th
em

se
lv

es
to

 a
 m

in
im

um
th

at
 b

ar
el

y

pe
rm

its
 th

e 
ac

hi
ev

em
en

to
f t

ra
in

ee
s'

 n
ee

ds
.
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4.
 T

he
 b

ud
ge

t a
va

ila
bl

e 
fo

r 
tr

ai
ni

ng
. U

nr
es

tr
ic

te
d 

or
 o

pe
n

bu
dg

et
 g

iv
es

th
e 

de
si

gn
er

 a
nd

 tr
ai

ni
ng

 p
er

so
nn

el
 fr

ee
 h

an
ds

 to
se

le
ct

/c
on

st
ru

ct
an

y 
ty

pe
 o

f a
ct

iv
ity

 b
el

ie
ve

d 
to

 fo
st

er
th

e 
ac

hi
ev

em
en

t o
f t

ra
in

ee
s.

T
hi

s 
ki

nd
 o

f b
ud

ge
t i

s 
fa

r 
m

or
e 

pr
od

uc
tiv

e 
in

 tr
ai

ni
ng

th
an

 it
s 

co
un

-
te

rp
ar

t: 
th

e 
re

st
ric

te
d 

on
e,

 o
r 

th
e 

ot
he

r 
w

hi
ch

 u
nd

er
go

es
fin

an
ci

al

cu
ts

 d
ue

 to
 e

co
no

m
ic

 d
ep

riv
at

io
ns

 o
r 

un
ce

rt
ai

nt
ie

s.
5.

 T
he

 n
at

ur
e 

of
 h

um
an

 a
nd

 m
at

er
ia

l s
er

vi
ce

s 
av

ai
la

bl
e

fo
r 

tr
ai

ni
ng

. T
he

av
ai

la
bi

lit
y 

of
 q

ua
lif

ie
d 

an
d 

su
ffi

ci
en

t t
ra

in
er

s,
 e

xp
er

ts
,

ad
m

in
is

tr
a-

to
rs

, t
ec

hn
ic

ia
ns

, s
ec

re
ta

ria
l, 

an
d 

m
ai

nt
en

an
ce

 p
er

so
nn

el
an

d 
fa

ci
li-

tie
s,

 e
qu

ip
m

en
t, 

m
ac

hi
ne

ry
, m

ed
ia

, m
at

er
ia

ls
 a

nd
te

ch
no

lo
gy

 ..
. w

ill

m
ak

e 
it 

po
ss

ib
le

 fo
r 

th
e 

de
si

gn
er

 to
 d

iff
er

en
tia

te
 tr

ai
ni

ng
ac

tiv
iti

es

as
 m

uc
h 

as
 n

ee
de

d.
 W

hi
le

 li
m

ite
d 

hu
m

an
an

d 
m

at
er

ia
l r

es
ou

rc
es

w
ill

 li
m

it 
ac

tiv
iti

es
 to

 a
 la

rg
e 

de
gr

ee
, a

ffe
ct

in
g

ne
ga

tiv
el

y 
th

e
ac

hi
ev

em
en

t o
f p

ro
fe

ss
io

na
l s

ki
lls

.
T

he
re

 a
re

, o
f c

ou
rs

e,
 a

dd
iti

on
al

 c
rit

er
ia

 w
hi

ch
 c

ou
ld

 a
ls

o
be

 c
on

si
d-

er
ed

 a
nd

 a
re

 w
id

el
y 

ci
te

d 
in

 tr
ai

ni
ng

lit
er

at
ur

e(
1)

 s
uc

h 
as

: t
he

 c
on

-
gr

ue
nc

e 
of

 a
ch

ie
ve

m
en

t a
ct

iv
iti

es
 w

ith
 a

du
lts

ch
ar

ac
te

ris
tic

s,
 e

xp
er

i-
en

ce
s,

 d
es

ire
s,

 d
iff

ic
ul

tie
s,

 a
pt

itu
de

s,
 n

ee
ds

fo
r 

ex
pe

rim
en

ta
tio

n 
an

d
fe

ed
ba

ck
.

W
hi

le
 th

e 
ab

ov
e 

ex
tr

a 
cr

ite
ria

 a
re

 im
po

rt
an

t f
or

 m
ai

nt
ai

ni
ng

 th
e

qu
al

i-

ty
 a

nd
 v

al
id

ity
 o

f t
ra

in
in

g 
ac

tiv
iti

es
, t

he
y 

co
ul

d
be

 fu
lfi

lle
d 

au
to

m
at

ic
al

y
th

ro
ug

h 
th

e 
ap

pl
ic

at
io

n 
of

 th
e 

m
ai

n 
fiv

e,
 p

re
vi

ou
sl

y 
ci

te
d.

T
he

 D
es

ig
n 

of
 A

ch
ie

ve
m

en
t A

ct
iv

iti
es

: T
he

Le
ar

ni
ng

C
om

po
ne

nt
.

Le
ar

ni
ng

 a
ct

iv
iti

es
 a

re
 w

ha
t t

ra
in

ee
s 

sa
y,

 li
st

en
, w

rit
e 

or
 d

o 
to

 tr
an

s-
fo

rm
 th

e 
ob

je
ct

iv
es

 a
nd

 k
no

w
le

dg
e 

co
nt

en
ts

 o
f t

ra
in

in
g

in
to

 r
eq

ui
re

d

pr
of

es
si

on
al

 s
ki

lls
.

F
or

m
 (

15
) 

re
pr

es
en

ts
 a

 s
im

pl
e 

to
ol

 fo
r 

de
si

gn
in

g 
le

ar
ni

ng
ac

tiv
iti

es
.

It 
is

 c
om

po
se

d 
of

 tw
o 

m
ai

n 
ca

te
go

rie
s:

 th
e 

fir
st

 is
de

vo
te

d 
fo

r 
fo

rm
at

iv
e

ob
je

ct
iv

es
 (

or
 jo

b 
ac

ts
),

 w
hi

le
 th

e 
se

co
nd

 is
 fo

r 
lis

tin
g 

le
ar

ni
ng

ac
tiv

iti
es

ap
pr

op
ria

te
 fo

r 
ea

ch
 o

bj
ec

tiv
e 

or
 a

ct
.

W
he

n 
w

rit
in

g 
le

ar
ni

ng
 a

ct
iv

iti
es

, t
he

 d
es

ig
ne

r 
m

ay
 c

on
si

de
r

th
e 

fo
l-

lo
w

in
g:

1.
 C

on
st

ru
ct

in
g 

m
ul

ti-
le

ve
l i

nd
uc

tiv
e 

ac
tiv

iti
es

 fo
r

ea
ch

 o
bj

ec
tiv

e.
 T

o
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ea
se

 th
is

 ta
sk

 fo
r 

th
e 

de
si

gn
er

, h
e 

m
ay

ad
op

t o
ne

 o
r 

m
or

e 
of

 th
e

fo
llo

w
in

g 
be

ha
vi

or
al

 ta
xo

no
m

ie
s:

 B
lo

om
's

 ta
xo

no
m

y 
of

co
gn

iti
ve

do
m

ai
n;

 K
ra

th
w

oh
l's

 ta
xo

no
m

y 
of

 a
ffe

ct
iv

e 
do

m
ai

n;
H

ar
ro

w
's

 ta
xo

n-

om
y 

of
 p

sy
ch

om
ot

or
 d

om
ai

n 
or

 D
er

r's
 ta

xo
no

m
y

of
 s

oc
ia

l p
ur

po
se

s.

If,
 fo

r 
ex

am
pl

e,
 th

e 
fo

rm
at

iv
e 

ob
je

ct
iv

e 
be

lo
ng

s 
to

 th
e

ap
pl

ic
at

io
n

le
ve

l o
f t

he
 c

og
ni

tiv
e 

do
m

ai
n 

(e
.g

 o
bj

ec
tiv

e 
1 

- 
1)

,
th

en
 k

no
w

le
dg

e,

co
m

pr
eh

en
si

on
 a

nd
 a

pp
lic

at
io

n 
ex

er
ci

se
s 

m
ay

 d
ee

m
su

bs
eq

ue
nt

ly

ne
ce

ss
ar

y 
to

 p
ro

du
ce

 th
e 

fin
al

 r
eq

ui
re

d 
sk

ill
.

W
ith

 th
e 

sa
m

e 
to

ke
n,

 if
 th

e 
ob

je
ct

iv
e 

re
pr

es
en

ts
 a

n 
ev

al
ua

tiv
e

sk
ill

(e
.g

. o
bj

ec
tiv

e 
1 

- 
6)

, t
he

n 
kn

ow
le

dg
e,

 c
om

pr
eh

en
si

on
,

ap
pl

ic
at

io
n,

an
al

ys
is

, s
yn

th
es

is
 a

nd
 e

va
lu

at
io

n 
ac

tiv
iti

es
 w

ou
ld

 s
ee

m
ap

pr
op

ria
te

fo
r 

th
e 

ac
hi

ev
em

en
t o

f t
he

 a
bo

ve
 o

bj
ec

tiv
e.

T
w

o 
th

in
gs

 s
ho

ul
d 

be
 n

ot
ed

, n
on

et
he

le
ss

, w
he

n 
us

in
g

le
ar

ni
ng

 a
c-

tiv
iti

es
 w

hi
ch

 b
el

on
g 

to
 lo

w
er

 b
eh

av
io

ra
l l

ev
el

s 
of

 th
e

re
qu

ire
d 

pr
of

es
-

si
on

al
 s

ki
lls

 d
ue

 to
 d

iff
er

en
t h

um
an

, f
in

an
ci

al
, m

at
er

ia
l a

nd
tim

e 
co

n-

st
ra

in
s 

us
ua

lly
 im

po
se

d 
on

 tr
ai

ni
ng

:
* 

S
ho

ul
d 

be
 a

do
pt

ed
 o

nl
y 

in
 tr

ai
ni

ng
 w

he
ne

ve
r 

th
e

de
si

gn
er

/ t
ra

in
-

er
 d

ou
bt

s 
th

e 
ca

pa
bi

lit
y 

of
 tr

ai
ne

es
 to

ac
hi

ev
e,

 n
or

m
al

ly
, t

he
 m

an
-

da
te

d 
sk

ill
s,

 d
ue

 to
 s

om
e 

in
ad

eq
ua

ci
es

 in
 th

ei
r 

kn
ow

le
dg

e
an

d

ex
pe

rie
nc

e 
ba

ck
gr

ou
nd

s.
* 

S
ho

ul
d 

be
 b

rie
f, 

di
re

ct
 a

nd
 m

os
t r

el
ev

an
t.

2.
 C

on
st

ru
ct

in
g 

le
ar

ni
ng

 a
ct

iv
iti

es
 th

at
 a

re
 r

ep
re

se
nt

at
iv

e 
of

ea
ch

 b
e-

ha
vi

or
al

 s
ki

lls
 e

m
be

dd
ed

 in
 fo

rm
at

iv
e 

ob
je

ct
iv

es
.. 

w
he

th
er

 th
is

 r
ep

-
re

se
nt

at
io

n 
is

 o
f t

he
 b

eh
av

io
ra

l t
yp

e,
 n

at
ur

e,
 o

r 
fid

el
ity

.
O

ne
 s

im
pl

e 
w

ay
 to

 a
ch

ie
ve

 th
is

 s
ki

ll 
va

lid
ity

, i
s 

to
 lo

ok
 a

t t
he

ob
je

c-

tiv
e,

 r
ec

og
ni

zi
ng

 it
s 

be
ha

vi
or

 a
nd

 p
er

fo
rm

an
ce

 c
on

di
tio

ns
,

th
en

 d
e-

ve
lo

pi
ng

 th
e 

ac
tiv

iti
es

 th
at

 a
re

 o
pe

ra
tio

na
l i

n 
tr

an
sl

at
in

g 
th

e
th

eo
rit

i-

ca
l s

ta
te

m
en

ts
 o

f p
ro

fe
ss

io
na

l g
oa

ls
 a

nd
 fa

ct
s 

in
to

 c
on

cr
et

e
ob

se
rv

ab
le

 s
ki

lls
.

3.
 C

on
st

ru
ct

in
g 

ex
tr

a 
ac

tiv
iti

es
 w

he
ne

ve
r 

po
ss

ib
le

, f
or

 th
e 

pu
rp

os
e

of

sk
ill

 c
on

ce
nt

ra
tio

n 
or

 o
ve

r-
ac

hi
ev

em
en

t. 
T

he
 s

uc
ce

ss
fu

l
tr

ai
ni

ng

pr
og

ra
m

 is
 o

ne
 w

hi
ch

 p
ro

vi
de

s 
tr

ai
ne

es
 w

ith
op

po
rt

un
iti

es
 to

 tr
an

s-

fo
rm

 in
iti

al
ly

 d
ev

el
op

ed
 s

ki
lls

 in
to

 d
ai

ly
 w

or
ki

ng
 h

ab
its

.
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Fo
rm

 (
15

) 
: D

es
ig

n 
of

 le
ar

ni
ng

 a
ct

iv
iti

es
 o

f 
tr

ai
ni

ng
.

T
he

 J
ob

 : 
C

ar
 d

ri
vi

ng
D

es
ig

ne
r:

T
he

 ta
sk

 : 
C

ar
 m

ai
nt

en
an

ce
A

dm
in

is
tr

at
io

n:

N
o.

S
Fo

rm
at

iv
e 

ob
je

ct
iv

es
(i

llu
st

ra
tiv

e 
ex

am
pl

es
)

L
ea

rn
in

g 
ac

tiv
iti

es
(I

llu
st

ra
tiv

e 
ex

am
pl

es
)

1 
-1

W
ill

 b
ri

ng
 b

at
te

ry
 w

at
er

 f
ro

m
 c

ar
's

tr
un

k 
w

ith
in

 o
ne

 m
in

ut
e.

T
ra

in
ee

 d
ef

in
es

 b
at

te
ry

 w
at

er
, r

ec
al

ls
di

ff
er

en
t b

ra
nd

s/
ty

pe
s 

of
 b

at
te

ry
 w

at
er

,
pr

ep
ar

es
 w

at
er

 f
or

 b
at

te
ry

 u
se

.

1-
2

W
ill

 li
ft

 e
ng

in
e 

co
ve

r 
an

d 
se

cu
re

 it
w

ith
 th

e 
sp

ec
ia

l t
oo

l w
ith

in
 o

ne
m

in
ut

e.

T
ra

in
ee

 d
ef

in
es

 e
ng

in
e 

co
ve

r;
 n

am
es

 th
e

lif
tin

g 
st

ep
s 

of
 e

ng
in

e 
co

ve
r,

pe
rf

or
m

s 
th

e 
st

ep
s 

se
qu

en
tia

lly
.

1-
3

W
ill

 c
le

an
 d

us
t a

nd
 o

th
er

 m
at

te
rs

fr
om

 b
at

te
ry

 w
ith

in
 2

 m
in

ut
es

.
T

ra
in

ee
 d

ef
in

es
 b

at
te

ry
 c

le
an

lin
es

s;
 r

ec
al

ls
th

in
gs

 to
 b

e 
cl

ea
ne

d 
fr

om
 b

at
te

ry
; n

am
es

to
ol

s 
an

d 
m

at
er

ia
ls

 u
se

d 
in

 b
at

te
ry

 c
le

an
-

in
g;

 c
le

an
s 

th
re

e 
di

ff
er

en
t k

in
ds

 o
f 

ca
r 

ba
t-

te
ry

.

1-
4

W
ill

 u
ns

cr
ew

 b
at

te
ry

 k
no

bs
 a

nd
pu

t e
ac

h 
be

si
de

its
po

ck
et

w
ith

in
 2

 m
in

ut
es

.

T
ra

in
ee

 d
ef

in
es

 b
at

te
ry

 k
no

bs
 a

nd
 p

oc
ke

ts
;

ex
pl

ai
ns

 b
at

te
ry

 p
ar

ts
 a

nd
 f

un
ct

io
ns

; p
er

-
fo

rm
s 

th
e 

op
en

in
g 

i b
at

te
ry

 p
oc

ke
ts

.

1 
-S

 W
ill

 f
ill

 b
at

te
ry

 p
oc

ke
ts

 w
ith

 w
a-

te
r 

as
 n

ee
de

d 
w

ith
in

 3
 m

in
ut

es
.

T
ra

in
ee

 s
pe

ci
fi

es
 b

at
te

ry
 p

oc
ke

ts
 th

at
 n

ee
d

w
at

er
, f

ill
s 

po
ck

et
s 

w
ith

 w
at

er
 a

s 
ne

ed
ed

.

1-
6 

W
ill

 c
he

ck
 th

e 
ad

eq
ua

cy
 o

f 
ba

tte
ry

w
at

er
 w

ith
 a

cc
ur

ac
y 

of
 1

00
%

.
T

ra
in

ee
 m

en
tio

ns
 a

de
qu

ac
y 

cr
ite

ri
a 

of
 b

at
-

te
ry

 w
at

er
, e

va
lu

at
es

 th
e 

ad
eq

ua
cy

 o
f 

ba
t-

te
ry

 w
at

er
 a

cc
or

di
ng

 to
 s

pe
ci

fi
ed

 c
ri

te
ri

a.

.
1.

71
W

ill
 c

lo
se

 b
at

te
ry

 p
oc

ke
ts

 b
y

sc
re

w
in

g 
kn

ob
s 

w
ith

in
 2

 m
in

ut
es

an
d 

ac
cu

ra
cy

 o
f 

10
0%

.

T
ra

in
ee

 n
am

es
 s

te
ps

 o
f 

cl
os

in
g 

ba
tte

ry
po

ck
et

s,
 c

ri
te

ri
a 

of
 e

ff
ec

tiv
e 

cl
os

in
g;

 d
os

-
es

 b
at

te
ry

 p
oc

ke
ts

 e
ff

ec
tiv

el
y.

r 1.
8 

W
ill

 ta
ke

 d
ow

n 
en

gi
ne

 c
ov

er
, r

e-
tu

rn
in

g 
it 

to
 it

s 
po

si
tio

n 
w

ith
 a

c-
cu

ra
cy

 o
f 

10
0%

.

T
ra

in
ee

 r
ec

al
ls

 c
lo

si
ng

 s
te

ps
 o

f 
en

gi
ne

co
ve

r,
 c

ou
nt

s 
cr

ite
ri

a 
of

 e
ff

ec
tiv

e 
cl

os
in

g.
cl

os
es

 e
ng

in
e 

co
ve

r 
ef

fe
ct

iv
el

y.

1-
9 

W
ill

 s
to

re
 w

at
er

 c
an

 in
 it

s 
pl

ac
e

w
ith

in
 c

ar
 tr

un
k.

T
ra

in
ee

 d
ef

in
es

 c
on

ce
pt

 o
f 

st
or

in
g,

 s
pe

ci
-

lie
s 

ap
pr

op
ri

at
e 

pl
ac

es
 a

nd
 c

ri
te

ri
a 

of
 s

to
r-

in
g,

 s
to

re
s 

ba
tte

ry
 w

at
er

 w
ith

in
 tr

un
k.
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Fo
rm

 (
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) 
: D

es
ig

n 
of

 f
or

m
at

iv
e 

ev
al

ua
tio

n 
of

 tr
ai

ni
ng

T
he

 J
ob

 : 
C

ar
 d

ri
vi

ng
D

es
ig

ne
r:

T
he

 ta
sk

 : 
C

ar
 m

ai
nt

en
an

ce
A

dm
in

is
tr

at
io

n:

N
o.

S
Fo

rm
at

iv
e 

ob
je

ct
iv

es
(I

llu
st

ra
tiv

e 
ex

am
pl

es
)

Fo
rm

at
iv

e 
ev

al
ua

tio
n

(i
llu

st
ra

tiv
e 

ex
am

pl
es

)

1 
-1

W
ill

 b
ri

ng
 b

at
te

ry
 w

at
er

 f
ro

m
 c

ar
's

tr
un

k 
w

ith
in

 o
ne

 m
in

ut
e.

T
ra

in
ee

 a
ns

w
er

s 
ap

pr
op

ri
at

e 
or

al
 i 

w
ri

tte
n

te
st

s;
 b

ri
ng

s 
w

at
er

 b
ot

tle
 w

ith
in

 o
ne

te
st

s;
fr

om
 c

ar
 tn

in
k 

w
he

ne
ve

r 
is

 a
sk

ed
to

 d
o 

so
.

1-
2

W
ill

 li
ft

 e
ng

in
e 

co
ve

r 
an

d 
se

cu
re

 it
w

ith
 th

e 
sp

ec
ia

l t
oo

l w
ith

in
 o

ne
m

in
ut

e.

T
ra

in
ee

 a
ns

w
er

s 
ap

pr
op

ri
at

e 
or

al
 / 

w
ri

tte
n

te
st

s;
 li

ft
s 

en
gi

ne
 c

ov
er

 s
uc

ce
ss

fu
lly

 w
ith

-
in

 o
ne

 m
in

ut
e.

1 
-3

W
ill

 c
le

an
 d

us
t a

nd
 o

th
er

 m
at

te
rs

fr
om

 b
at

te
ry

 w
ith

in
 2

 m
in

ut
es

.
T

ra
in

ee
 a

ns
w

er
s 

or
al

 I
 w

ri
te

n 
qu

es
tio

ns
;

cl
ea

ns
 d

us
ty

 b
at

te
ry

 w
ith

in
 tw

o 
m

in
ut

es
w

ith
 9

0%
 s

uc
ce

ss
.

1-
4

W
ill

 u
ns

cr
ew

 b
at

te
ry

 k
no

bs
 a

nd
 p

ut
-

tin
g 

ea
ch

 b
es

id
e 

its
 p

oc
ke

t w
ith

in
 2

m
in

ut
es

.

T
ra

in
ee

 a
ns

w
er

s 
ap

pr
op

ri
at

e 
or

al
/ w

ri
tte

n
qu

es
tio

ns
; o

pe
ns

 b
at

te
ry

 k
no

bs
 s

uc
ce

ss
-

fu
lly

 w
ith

in
 tw

o 
m

in
ut

es
.

1 
-5

W
ill

 f
ill

 b
at

te
ry

 p
oc

ke
ts

 w
ith

 w
at

er
as

 n
ee

de
d 

w
ith

in
 3

 m
in

ut
es

.
T

ra
in

ee
 f

ill
s 

ba
tte

ry
 b

oc
ke

ts
 w

ith
 w

at
er

 a
s

ne
ed

ed
 w

ith
in

 th
re

e 
m

in
ut

es
.

1-
6

W
ill

 c
he

ck
 th

e 
ad

eq
ua

cy
 o

f 
ba

tte
ry

w
at

er
 w

ith
 a

cc
ur

ac
y 

of
 1

00
%

.
T

ra
in

ee
 a

ns
w

er
s 

ap
pr

op
ri

at
e 

or
al

/ w
ri

tte
n

te
st

; e
va

lu
at

es
 th

e 
ad

eq
ua

cy
 o

f 
w

at
er

 in
ba

tte
ry

 w
ith

 a
cc

ur
ac

y 
of

 1
00

%
.

1-
7

W
ill

 c
lo

se
 b

at
te

ry
 p

oc
ke

ts
 b

y 
sc

re
w

-
in

g 
kn

ob
s 

w
ith

in
 2

 m
in

ut
es

 a
nd

 a
c-

cu
ra

cy
 o

f 
10

0%
.

T
ra

in
ee

 a
ns

w
er

s 
or

al
 / 

w
ri

tte
n 

qu
es

tio
ns

;
cl

os
es

 b
at

te
ry

 p
oc

ke
ts

 in
 tw

o 
m

in
ut

es
 a

nd
w

ith
 1

00
%

 p
er

ci
si

on
.

1 
-8

W
ill

 ta
ke

 d
ow

n 
en

gi
ne

 c
ov

er
, r

et
ur

n-
in

g 
it 

to
 it

s 
po

si
tio

n 
w

ith
 a

cc
ur

ac
y

of
 1

00
%

.

T
ra

in
ee

 a
ns

w
er

s 
ap

pr
op

ri
at

e 
or

al
/ w

ri
tte

n
qu

es
tio

ns
; c

lo
se

s 
en

gi
ne

 c
ov

er
w

ith
 1

00
%

 a
cc

ur
ac

y.

1 
-9

W
ill

 s
to

re
 w

at
er

 c
an

 in
 it

s 
pl

ac
e

w
ith

in
 c

ar
 tr

un
k.

T
ra

in
ee

 a
ns

w
er

s 
or

al
/w

ri
tte

n 
qu

es
tio

ns
;

st
or

es
 w

at
er

 b
ot

tle
 s

uc
ce

ss
fu

lly
 in

 c
ar

tr
un

k 
w

ith
in

 o
ne

 m
in

ut
e.
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T
he

 D
es

ig
n 

of
 A

ch
ie

ve
m

en
t

A
ct

iv
iti

es
: T

he
 F

or
m

at
iv

e
E

va
lu

at
io

n 
C

om
po

ne
nt

F
or

m
at

iv
e 

ev
al

ua
tio

n 
oc

cu
rs

 d
ur

in
g

tr
ai

ni
ng

 a
nd

 c
on

ce
rn

s 
its

el
f w

ith
th

e 
au

gm
en

ta
tio

n 
of

 le
ar

ni
ng

 b
y

gu
id

in
g,

 im
pr

ov
in

g 
an

d 
bu

ild
in

g
th

e
ac

hi
ev

em
en

t o
f r

eq
ui

re
d 

pr
of

es
si

on
al

sk
ill

s.
T

he
 to

ol
s 

of
 fo

rm
at

iv
e 

ev
al

ua
tio

n
ar

e 
us

ua
lly

 a
 m

ix
tu

re
 o

f p
er

so
na

l
in

te
rv

ie
w

s,
 w

or
k 

pr
oj

ec
ts

, i
nd

iv
id

ua
l a

nd
 g

ro
up

 e
xe

rc
is

es
, o

ra
l, 

w
rit

te
n

an
d 

pe
rf

or
m

an
ce

 e
xa

m
s.

W
he

n 
de

si
gn

in
g 

fo
rm

at
iv

e 
ev
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, o
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t s
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 c
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.
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e 

se
le

ct
io

n 
an

d 
de

sc
rip

tio
n 

of
m

et
ho

ds
, m

ed
ia

 a
nd

 te
ch

no
lo

gy
w

hi
ch

 w
ill

 c
ar

ry
 o

ut
 th

e 
ac

tiv
iti

es
 a

nd
re

sp
on

si
bi

lit
ie

s 
of

 th
e 

tr
ai

ni
ng

 c
ur

ric
ui

m
to

 th
ei

r 
ul

tim
at

e 
en

ds
:

th
e

de
ve

lo
pm

en
t o

f p
ro

fe
ss

io
na

l s
ki

lls
 b

y
tr

ai
ne

es
. C

ha
pt

er
 V

I t
re

at
s 

th
es

e
in

st
ru

ct
io

na
l t

op
ic

s.

82
73



1

C
ha

pt
er

 V
I

D
es

ig
ni

ng
 th
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ra
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T
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, m
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 d
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ra
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 c
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at
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ra
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Form (23b): Assessment of the overall budget of training (human services) 
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ra
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Form (26b): Assessment of program's financial losses based upon the differences between pre- &
post- training achievements. The core of costs-benefits analysis (with absolute evalua-
tion).

......
The job: Car driving. The designer:
The task: Car maintenance. Administration:

Serial
No.s Name of trainees

Achievement scores Differences
in

points
Data calculations & summariesPre-

training
Post-

training

1 0/10 5/10 -5 I. Total of required objectives
= 100 - 15 = 85.

2. Total of un-achieved objectives = 17.
3. Percentage of un-achieved objectives

(17) to required ones (85) = 206.
4. Percentage of program's behavioral

deficiency = 20%.
5. Total financial loss of program

.. 20% x 55900.00 = S1180**.

Notice: The difference of financial loss
is a result of absolute & normative
evaluations. This is due to in-adequate
achievements of objectives which are
disregarded according to absolute refer-
enced measures.

2 0/10 7/10 -3
3 1/10 9/10 -1
4 0/10 10/10 0
5 0/10 8/10 -2
6 4/10 10/10 0
7 2/10 9/10 -1

8 3/10 9/10 -1
9 0/10 6/10 -4
10 5/10 10/10 0
11

12

Achievement required by each trainee is
(10) obgectives. For ten trainees, the to-
tal of objectives is 100.

15/100* 83/100 - 17 Omni
totals
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Form (268): Assessment of program's financial losses based upon the differences between pre- &
post- achievements. The core of costs-benefits analysis (with normative evaluation).

The job: Car driving. The designer:
The task: Car maintenance. Administration:

Serial
No.s Name of trainees

Achievement scores Differences
in

points
Data calculations & summariesPre-

training
Post-

training

1 5/40 36/40 -4 1. Total of required training points
= 400 - 114 = 286.

2. Total of difference points 2e 32.
3. Percentage of un-achieved points (32)

to required ones (286) = 11%.
4. Percentage of programs behavioral

deficiency = 11%.
5. Total financial loss of program

= deficiency percentage x program's
costs
= 11% x S5900**. 00 = S649.00

2 8/40 38/40 -2
3 16/40 37/40 -3
4 10/40 40/40 0
5 4/40 32140 8

6 17/40 40/40 0
7 12/40 35/40 -5
8 15/40 36/40 -4
9 6/40 34/40 -6
10 21/40 40/40 0
11

12

The higher achievement point of each
objective is 4 (see form 8). For ten
objectives the total is then 40 dr for ten
trainees will be (40 x 10 = 400).

114/400 396/400 - 32 Grand totals
** Hypothetical value



Form (26b): Assessment of program's financial losses-based upon the differences between pre- &
post- training achievements. The core of costs-benefits analysis (with absolute evalua-
tion).

The job: Car driving. The designer:
The task: Car maintenance. Administration:

Serial
No.s

i-Achievement scores Differences
in

points
Data calculations cir summariesName of trainees Pre-

training
Post-

training

1 0/10 5/10 -5 1. Total of required objectives
= 100 - 15 st 85.

2. Total of un-achieved objectives = 17.
3. Percentage of tut-achieved objectives

(17) to required ones (85) = 20%.
4. Percentage of program's behavioral

deficiency = 20%.
5. Total financial loss of program

= 20% x 55900.00 = 51180.

** Notice: The difference of financial loss
is a result of absolute .itt normative
evaluations. This is due to in-adequate
achievements of objectives which are
disregarded according to absolute refer-
enced measures.

2 0/10 7/10 -3

3 1/10 9/10 -1

4 0/10 10/10
4

0
5 0/10 8/10 - - .)

6 4/10 10/10 0

7 2/10 9/10 -1

8 3/10 9/10 -1

9 0/10 6/10 -4
10 5/10 10/10 0

11

12

Achievement required by each trainee is
(10) obgectives. For ten trainees. the to-
tal of objectives is 100.

15/100 83/100 - 17 Grand
totals

143



ta
in

 th
e 

ex
ac

t v
al

ue
 o

f pr
og

ra
m

 p
ro

du
ct

iv
ity

 a
nd

 c
on

se
qu

en
tly

, i
ts

 tr
ue

be
ha

vi
or

al
 s

ho
rt

ag
es

 a
nd

 fi
na

nc
ia

l l
os

se
s.

F
or

m
s 

(2
6 

aa
nd

b)
 s

um
m

ar
iz

e 
th

e 
be

ha
vi

or
al

an
d 

di
gi

ta
l p

ro
ce

ss
es

in
vo

lv
ed

 in
 s

te
ps

 tw
o 

an
d 

th
re

e 
ab

ov
e.

S
te

p 
F

ou
r:

 A
ss

es
sm

en
t o

f P
ro

gr
am

's
P

ro
du

ct
iv

ity
 b

y
C

om
pa

rin
g 

E
xp

en
se

s 
W

ith
 E

xp
ec

te
d 

P
ro

-
fe

ss
io

na
l O

ut
co

m
es

.
P

ro
gr

am
s 

co
st

 m
on

ey
. M

on
ey

 in
 tu

rn
co

ns
um

es
 to

o 
m

uc
h 

of
 h

u-
m

an
 m

en
ta

l, 
en

er
gy

 a
nd

 ti
m

e.
 H

en
ce

, w
he

n
m

an
 s

pe
nd

s 
m

on
ey

 fo
r 

an
un

de
rt

ak
in

g,
 h

e 
sh

ou
ld

 g
et

 th
e 

re
tu

rn
s 

w
hi

ch
pa

ra
lle

l t
he

 in
ve

st
ed

ca
pi

ta
l. 

T
ra

in
in

g 
ef

fo
rt

s 
ar

e 
no

t e
xc

lu
de

d 
of

co
ur

se
 fr

om
 th

is
 e

co
no

m
i-

ca
l r

ul
e.

 P
ro

gr
am

s,
 th

er
ef

or
e,

 s
ho

ul
d

ge
ne

ra
te

 th
e 

be
ne

fit
s 

w
hi

ch
 a

re
ex

pe
ct

ed
 fr

om
 th

em
; o

th
er

w
is

e,
 th

ei
r 

ex
is

te
nc

e
co

ul
d 

ne
ve

r 
be

 ju
st

i-
fie

d. W
hi

le
 m

on
ey

, i
n 

its
el

f, 
ca

n 
no

t
m

ea
su

re
 th

e 
w

or
th

 o
f h

um
an

 d
ev

el
-

op
m

en
t i

n 
pe

rs
on

al
ity

, i
nt

el
le

ct
 o

r 
lif

e 
sk

ill
, i

t i
s

cu
st

om
ar

y,
 fo

r 
ad

m
in

is
-

tr
at

iv
e 

an
d 

ec
on

om
ic

pu
rp

os
es

 to
 w

ei
gh

 th
e 

ad
eq

ua
cy

 o
f p

ro
gr

am
s'

ou
tc

om
es

 a
ga

in
st

 th
ei

r 
co

st
 in

pu
ts

.
T

he
 u

lti
m

at
e 

go
al

 o
f c

os
t -

 b
en

ef
it

an
al

ys
is

 th
en

 is
 n

ot
 d

et
er

m
in

in
g

as
 m

uc
h 

th
e 

va
lu

e 
of

 h
um

an
 b

eh
av

io
r,

ra
th

er
, i

t a
im

s 
at

 w
ei

gh
in

g
pr

o-
gr

am
s'

 e
ffe

ct
s 

in
 o

rd
er

 to
 u

pg
ra

de
 o

r e
ne

rg
iz

e 
th

ei
r 

op
er

at
io

na
l c

ap
ac

i-
tie

s,
 w

he
ne

ve
r 

de
em

ed
ne

ce
ss

ar
y.

W
he

n 
as

se
ss

in
g 

pr
og

ra
m

's
pr

od
uc

tiv
ity

 b
as

ed
 o

n 
th

e 
co

m
pa

ris
on

of
 c

os
ts

 a
nd

 o
ut

co
m

es
, t

he
de

si
gn

er
 m

ay
 u

se
 a

ny
 to

ol
 a

va
ila

bl
e 

to
 h

im
.

F
or

m
 (

27
) 

is
 a

n 
ex

am
pl

e 
of

 w
ha

t
co

ul
d 

be
 a

do
pt

ed
 to

 a
cc

om
pl

is
h 

th
is

ev
al

ut
iv

e 
ta

sk
.

T
he

 fo
rm

 c
on

ta
in

s
ca

te
go

rie
s 

fo
r 

tr
ai

ni
ng

 e
xp

en
di

tu
re

, n
um

be
r 

of
tr

ai
ne

es
 p

ar
tic

ip
at

in
g 

in
 th

e
pr

og
ra

m
, t

he
 e

xp
ec

te
d 

pr
of

es
si

on
al

 o
ut

-
co

m
es

, p
ro

du
ct

iv
ity

 d
ec

is
io

ns
 a

nd
 a

dd
iti

on
al

 n
ot

es
.

S
in

ce
 e

xp
ec

te
d 

pr
of

es
si

on
al

ou
tc

om
es

 a
nd

 p
ro

du
ct

iv
ity

 d
ec

is
io

ns
,

re
pr

es
en

t t
he

 c
or

e 
of

 fo
rm

 (
27

),
 e

xa
m

pl
es

 o
f t

he
se

 tw
o

ca
te

go
rie

s 
ar

e
gi

ve
n 

in
 th

e 
fo

rm
 it

se
lf.

13
5

14
4

(J
E

2
E
R
:

- 
z a
z

g

i
z

i
-
9
.
1

a 0.

g
..

1
0

e
..

a
n 5: a ;

V r2
.

no g- 9. 4.
0i

= P > g
6
(
1
)

= 4-
--

w
I

c
.
.
r
i

o -

co g .1
..

0. c
o

. 0 0
8

a 
.1

4.
01

4-
"
2

.
4
.
.
.
.
,

,
D
u

F.
',;

,..
.9

 m
i 4

. ?
,.1

9
P
8
1
5
.
o
.

8
8

88
-

i
rit

t"

+
z 6

,
1
I
-

:'.
1.

4
4 4 2a c aN .
.
.
c

9
,

S. a ..z
.

D
i

r
o
m

5,
 g " R
; e
i

P
F.

A
P!

4:
-

g=
0M

W
R

O
8W

gi
l

0
1
.
4
2
1
.
i
s
f
e
r
4
a

2
:
1
:
j
 
-
 
E
v
-

m
.-

-"
a

b 
°-

2 
.0

 B
eo

sz
F

e9
i.i

-s
.r

aa
ffi

e.
.g

o;
FP

,2
3"

 p
i g

 R
ia

15
.R

.
I
r
.
i
g
i

c
l
.
S
1
g
.
5
.
.
W
.
-

g
E
i
S
i
t
r
n
;

m
o
o

3
;
6
%
1

5
.
a
5
V
O
r
g
r
°

a
e
S
r
r
 
'
I
v
o
»

b
.
m

E
t
7
:
-
.
.
.

g
L
'
-
"

<
4
a

0
E

'
05

'"
2.

51
-

a9
.1

7 
,

R
.*

:
°.

E
8-

.9
g 

a 
a,

t
" 

1*
 1

 4
 2

 0
1,
g
.

l
g
:

F
ig

/ a
T

tg
m

R
-
2

.
6
m
r
.

8
:
g
r
.

00
g
"
0
6
 
°
=

"
o
a
n

=
.
1
1
'
n
a

R
5
.
S
§

1
1

2§
'4

.
T
.

o
g

'8
a

...
..

c
»

co
a

a : w J. '
E
'
F
.
.

'
 
n

i
l
A : . 0 .03 . I e
l
. = .

g
E
i
n
T
W

.
6
.
-
E
g
g
g
g
;

1
1
;
:
i
%

m
a
o
g
t
0
E
2
'

2r
:4

41
-s

.
91

12
=

32
1

--
-n

-6
-a

,
R

h.
..1

3e
.6

1r
,

PS
:=

5"
Z

IL
IS

.
-:

-.
4*

V
i

,
 
c

5
.
 
a

Z
.
1
.

...
.z

in
 I

...
,5-

13
6

14
50> 5

fg 0
SD

0)

o c 
z

0 3 
o

P-
0 8 8 3 6 0 8 a C = 0
- 0 0 -
o 0 O * 0 X O C
.)

C
D a
.

-u
. 3 0 C

f,



E
va

lu
at

in
g 

P
ro

gr
am

's
V

al
id

ity
 a

nd
 D

ec
id

in
g 

U
po

n 
it'

s 
F

ut
ur

e
E

xp
lo

rin
g 

th
e 

pr
og

ra
m

's
 v

al
id

ity
 is

 a
 m

or
e 

th
eo

re
tic

al
, a

rd
uo

us
, a

nd
co

m
pl

ex
 ta

sk
 th

an
 is

 th
e 

ca
se

 o
f s

pe
ci

fy
in

g 
ef

fe
ct

s.
 F

or
 d

et
er

m
in

in
g

pr
og

ra
m

 p
ro

du
ct

s,
 o

ne
 m

ay
 c

on
du

ct
 a

n 
ap

pr
op

ria
te

 a
ch

ie
ve

m
en

t o
r

ou
tc

om
es

 te
st

 a
nd

 ju
dg

e 
di

re
ct

ly
 th

e 
ad

eq
ua

cy
 o

r 
re

su
lts

. W
he

n 
ju

dg
-

in
g 

va
lid

ity
 h

ow
ev

er
, t

he
 m

at
te

r 
is

 d
iff

er
en

t. 
It 

re
qu

ire
s 

lo
ok

in
g 

at
 s

ev
er

-
al

 a
ng

le
s 

of
 tr

ai
ni

ng
 a

nd
 m

an
y 

of
 th

e 
pr

og
ra

m
's

 c
om

po
ne

nt
s,

 d
et

ai
ls

,
ev

al
ua

tiv
e 

cr
ite

ria
, m

et
ho

ds
, a

nd
 g

oa
ls

.
A

 s
am

pl
e 

of
 tr

ai
ni

ng
 fa

ct
or

s 
w

hi
ch

 th
e 

ev
al

ua
tio

n 
of

 v
al

id
ity

 m
ay

 c
on

-
si

de
r,

 a
re

:
1.

 T
he

 c
on

te
nt

 o
f t

he
 c

ur
ric

ul
um

.
2.

 T
he

 d
oc

um
en

t.
3.

 T
he

 m
ed

ia
, m

at
er

ia
ls

 a
nd

 te
ch

no
lo

gy
.

4.
 T

he
 fa

ci
lit

ie
s.

5.
 T

he
 m

et
ho

ds
.

6.
 T

he
 h

um
an

 s
er

vi
ce

s.
D

ep
en

di
ng

 o
n 

th
e 

na
tu

re
 a

nd
 r

ul
es

 o
f a

bo
ve

 tr
ai

ni
ng

 fa
ct

or
s,

 d
iff

er
-

en
t t

yp
es

 o
f v

al
id

ity
 a

pp
ea

r 
to

 b
e 

es
se

nt
ia

l. 
A

m
on

g 
m

an
y,

 s
om

e 
ex

am
-

pl
es

 fo
llo

w
:

1.
 T

he
 c

on
st

itu
tio

na
l v

al
id

ity
 w

hi
ch

 e
xp

lo
re

s 
th

e 
qu

al
ifi

ca
tio

ns
 o

f c
ur

ric
-

ul
ar

 e
le

m
en

ts
 (

th
e 

go
al

s,
 k

no
w

le
dg

e,
 a

nd
 a

ch
ie

ve
m

en
t a

ct
iv

iti
es

)
in

di
vi

du
al

ly
 a

nd
 a

s 
a 

w
ho

le
, t

o 
fo

rm
 th

e 
tr

ai
ni

ng
 c

ur
ric

ul
um

.
2.

 T
he

 e
du

ca
tio

na
l v

al
id

ity
 w

hi
ch

 c
on

ce
nt

ra
te

s 
on

 p
ro

bi
ng

 th
e 

pr
o-

gr
am

's
 r

ep
re

se
nt

at
io

na
l c

ap
ac

ity
 o

f r
eq

ui
re

d 
pr

of
es

si
on

al
 s

ki
lls

.
3.

 T
he

 c
on

st
ru

ct
 v

al
id

ity
 w

hi
ch

 e
xa

m
in

es
 th

e 
ad

eq
ua

cy
 o

f t
he

 p
ro

-
gr

am
's

 b
eh

av
io

ra
l c

om
po

si
tio

n 
to

 e
m

bo
dy

 th
e 

le
ar

ni
ng

s 
of

 p
ro

fe
s-

si
on

al
 s

ki
lls

.
4.

 T
he

 p
sy

ch
ol

og
ic

al
 v

al
id

ity
 w

hi
ch

 e
xp

lo
re

s 
th

e 
co

m
pa

tib
ili

ty
 o

f t
ra

in
-

in
g 

fa
ct

or
s 

an
d 

pr
oc

es
se

s 
to

 tr
ai

ne
es

' p
er

so
na

l, 
at

tit
ud

in
al

, c
og

ni
-

tiv
e 

or
 le

ar
ni

ng
 s

ty
le

s 
an

d 
ch

ar
ac

te
ris

tic
s.

5.
 T

he
 te

ch
ni

ca
l v

al
id

ity
 w

hi
ch

 c
on

ce
nt

ra
te

s 
on

 e
va

lu
at

in
g 

th
e 

pr
od

uc
-

tio
n 

/ p
hy

si
ca

l a
sp

ec
ts

 o
f e

du
ca

tio
na

l a
nd

 m
at

er
ia

l s
er

vi
ce

s 
an

d 
th

e
do

cu
m

en
t o

f t
ra

in
in

g 
.

S
in

ce
 tr

ai
ni

ng
 p

ro
gr

am
 is

 d
es

ig
ne

d 
sy

st
em

at
ic

al
ly

 fr
om

 n
ee

ds
 a

s-
se

ss
m

en
t t

o 
th

e 
ev

al
ua

tio
n 

of
 p

ro
du

ct
iv

ity
 a

cc
or

di
ng

 to
 th

e 
be

ha
vi

or
al

di
gi

ta
l a

pp
ro

ac
h 

pr
es

en
te

d 
in

 th
is

 b
oo

k,
 a

nd
, w

he
ne

ve
r 

th
e 

re
su

lts
 o

f

13
7

14
6

tr
ai

ni
ng

 a
re

 c
on

si
de

re
d 

qu
an

tit
at

iv
el

y 
an

d 
qu

al
ita

tiv
el

y 
ad

eq
ua

te
, i

t b
e-

co
m

es
 u

nn
ec

es
sa

ry
, t

he
n,

 fo
r 

ev
al

ua
tio

n 
sp

ec
ia

lis
ts

 to
 b

ot
he

r 
ve

ry
m

uc
h 

w
ith

 th
e 

va
lid

ity
 q

ue
st

io
n 

of
 tr

ai
ni

ng
.

If 
th

e 
pr

og
ra

m
's

 o
ut

co
m

es
, o

n 
th

e 
ot

he
rh

an
d,

 lo
ok

 lo
w

 c
om

pa
ra

bl
e

to
 th

e 
ac

hi
ev

em
en

t s
ta

nd
ar

ds
, t

he
 in

iti
at

io
n 

of
 v

al
id

ity
 s

tu
di

es
, a

pp
ea

r
to

 b
e 

im
m

in
en

t.

W
ha

t C
om

es
 N

ex
t ?

W
ith

 th
is

 c
ha

pt
er

, t
he

 d
es

ig
n 

cy
cl

e 
of

 tr
ai

ni
ng

 is
 c

om
pl

et
e.

 H
ow

ev
-

er
, a

s 
a 

re
su

lt 
of

 e
ffe

ct
 a

nd
 v

al
id

ity
 e

va
lu

at
io

n 
pr

es
en

te
d 

br
ie

fly
 in

 th
e

ch
ap

te
r,

 s
ev

er
al

 tr
ai

ni
ng

 d
ec

is
io

ns
 fo

r 
th

e 
fu

tu
re

 w
ill

 a
ris

e.
 T

he
se

 a
re

:
1.

 T
he

 a
pp

ro
va

l o
f t

he
 tr

ai
ni

ng
 p

ro
gr

am
 a

s 
it 

is
 fo

r 
fu

tu
re

 u
se

 w
ith

 o
th

er
gr

ou
ps

 o
f t

ra
in

ee
s;

 h
en

ce
, t

he
 b

eg
in

ni
ng

 o
f a

no
th

er
 tr

ai
ni

ng
 c

yc
le

.
2.

 T
he

 a
pp

ro
va

l o
f t

he
 tr

ai
ni

ng
 p

ro
gr

am
 fo

r 
fu

tu
re

 u
se

 a
fte

r 
un

de
rg

oi
ng

so
m

e 
re

vi
si

on
s 

of
 it

s 
cu

rr
ic

ul
ar

, h
um

an
, m

at
er

ia
l, 

ps
yc

ho
lo

gi
ca

l o
r

ad
m

in
is

tr
at

iv
e 

fa
ct

or
s;

 h
en

ce
, t

he
 b

eg
in

ni
ng

 o
f a

 d
ua

l d
es

ig
ni

ng
/

tr
ai

ni
ng

 c
yc

le
.

3.
 D

is
re

ga
rd

in
g 

th
e 

tr
ai

ni
ng

 p
ro

gr
am

 d
ue

 to
 it

s 
lo

w
 v

al
id

ity
 o

f p
rim

ar
y 

ef
-

fe
ct

s,
 o

r 
ne

ga
tiv

e 
hy

br
id

 (
si

de
) 

ef
fe

ct
s 

on
 e

m
pl

oy
ee

s,
 o

rg
an

iz
at

io
n

or
 jo

b;
 h

en
ce

, t
he

 b
eg

in
ni

ng
 o

f a
 n

ew
 tr

ai
ni

ng
 d

es
ig

n 
cy

cl
e.

13
8

14
7



R
E

FE
R

E
N

C
E

S
C

ha
pt

er
 1

1.
 A

be
 1

1a
,

K
. B

ui
ld

in
g

Su
cc

es
sf

ul
 T

ra
in

in
g

pr
og

ra
m

s.
 R

ea
di

ng
,

M
as

s.
:

A
dd

is
on

- 
W

es
le

y 
Pu

bl
is

hi
ng

C
o.

, 1
98

9.
Fr

ie
dm

an
, P

.
&

 Y
ar

br
ou

gh
,E

.
T

ra
in

in
g 

st
ra

te
gi

es
fr

om
 s

ta
rt

to
 f

in
-

is
h.

 E
ng

le
w

oo
d 

cl
if

fs
, N

.J
.:

Pr
en

tic
e-

 H
al

l,
In

c,
 1

98
5.

R
og

of
f,

 R
. T

he
T

ra
in

in
g 

W
he

el
-A

si
m

pl
e 

M
od

el
fo

r 
In

st
ru

ct
io

na
l

D
e-

si
gn

. N
eW

Y
or

k:
 J

oh
n

W
ile

y 
&

so
m

s,
 1

98
7.

2.
 R

ef
er

 f
or

ex
am

pl
e 

to
:

E
dw

ar
ds

, L
E

.,
G

ad
d,

 C
.J

.
an

d 
H

am
m

on
d,

N
.G

. T
he

C
am

br
id

ge
A

nc
ie

nt
 H

is
to

ry
. V

ol
. 1

, P
ar

t I
&

 I
L

 (
T

hi
rd

E
di

tio
n)

 P
ro

le
go

m
en

a
&

 P
re

-
hi

st
or

y.
 C

am
bi

dg
e:

C
am

br
id

ge
U

ni
ve

rs
ity

 P
re

ss
,

19
76

.
St

ra
ye

r,
 J

.
an

d 
ot

he
rs

. T
he

 M
ai

n
St

re
am

 o
f C

iv
ili

za
tio

n.
 N

ew
Y

or
k:

H
ar

co
ur

ct
 B

ra
ce

Jo
va

no
vi

ch
, I

nc
.

19
74

.
In

te
rn

at
io

na
l

C
om

m
is

io
n 

Fo
r

A
 H

is
to

ry
of

 th
e

Sc
ie

nt
if

ic
an

d 
C

ul
tu

ra
l

D
ev

el
op

m
en

t o
f

M
an

ki
nd

.
H

is
to

ry
 o

f
M

an
ki

nd
(P

re
hi

st
or

y 
an

d
th

e 
B

eg
in

in
gs

of
 C

iv
ili

za
tio

n.
V

ol
s.

 I
 a

nd
 I

I)
. Pa

ri
s:

 U
ni

-
sc

o,
 1

96
7.

3.
 S

te
im

et
z,

C
. T

he
 H

is
to

ry
of

 T
ra

in
in

g.
In

, C
ra

ig
, R

. (E
dr

.)
 T

ra
in

in
g

an
d

D
ev

el
op

m
en

t
H

an
db

oo
k

- 
A

 G
ui

de
 T

o 
H

um
an

R
es

ou
rc

e
D

ev
el

op
m

en
t.

N
ew

 Y
or

k:
M

cG
ra

w
- 

H
ill

 B
oo

k 
C

o.
,

19
76

, p
p.

 1
- 

4.
4.

 M
ill

er
, B

. T
he

 H
is

to
ry

of
 T

ra
in

in
g.

In
, C

ra
ig

, R
.

(E
dr

.)
. T

ra
in

in
g

an
d

D
ev

eo
lp

m
en

t H
an

db
oo

k
- 

A
 G

ui
de

 to
 H

um
an

R
es

ou
rc

e
D

ev
el

op
m

en
t N

ew
Y

or
k:

 M
cG

ra
w

- 
H

ill
 B

oo
k 

C
o.

 1
98

7,
pp

. 1
 -

 8
.

5.
 M

ill
er

,
19

87
, p

p.
 1

- 
14

.
6.

 H
ou

st
on

,
R

. &
 P

an
kr

at
z,

R
. (

E
dr

s.
 )

St
af

f 
D

ev
el

op
m

en
t

&
 E

du
ca

-
tio

na
l c

ha
ng

e.
R

es
to

n,
 V

a,
:

A
T

E
, 1

98
0

7.
 D

ill
on

- 
Pe

te
rs

on
, B

. S
ta

ff
D

ev
el

op
m

en
t I

O
rg

an
iz

at
io

n
D

ev
el

op
m

en
t P

er
-

sp
ec

tiv
e.

 I
n,

D
ill

on
- 

Pe
te

rs
on

, E
. (

C
hr

n.
&

 E
dr

.)
.

St
af

f 
D

ev
el

op
m

en
t.

/
O

rg
an

iz
at

io
n

D
ev

el
op

m
en

t.
A

le
xa

nd
ri

a,
 V

a.
:

A
SC

D
, 1

98
1,

pp
. 1

 -
 1

0.
8.

 C
ra

ig
,

R
. (

E
D

r.
).

T
ra

in
in

g 
&

D
ev

el
op

m
en

t
H

an
db

oo
k

- 
A

 G
ui

de
 to

H
um

an
 R

es
ou

rc
e

D
ev

el
op

m
en

t, 
N

ew
Y

or
k 

: M
cG

ra
w

- 
H

ill
 B

oo
k 

C
o.

,
19

76
 &

 1
98

7.

X
48

13
9

9.
 K

er
ri

ga
n,

J,
 &

 L
uk

e,
J.

S.
 M

an
ag

em
en

t
T

ra
in

in
g 

St
ra

te
gi

es
fo

r 
D

e-
ve

lo
pi

ng
 C

ou
nt

ri
es

. B
ou

ld
er

, C
lo

,:
L

yn
ne

 R
ie

nn
er

Pu
bl

is
he

rs
, 1

98
7.

10
. S

ch
af

fe
r,

B
. (

E
dr

.)
.

A
dm

in
is

tr
at

iv
e

T
ra

in
in

g 
an

d
D

ev
el

op
m

en
t

- 
A

C
om

pa
ra

tiv
e 

St
ud

y
of

 E
as

t A
fi

ca
, Z

am
bi

a,
 P

ak
st

an
, a

nd
 I

nd
ia

. N
ew

 Y
or

k:
Pr

ae
ge

r 
Pu

bl
is

he
rs

, 1
97

4.
11

. B
es

id
e

ab
ov

e 
re

fe
re

nc
es

, th
e 

fo
llo

w
in

g
w

er
e 

av
ai

la
bl

e
to

 th
e 

A
ut

ho
r:

- 
B

ai
ly

, C
, T

he
M

ea
su

re
m

en
t o

f J
ob

 P
er

fo
rm

an
ce

. H
am

ps
hi

re
, E

ng
.:

G
ow

-
er

 P
ub

lis
hi

ng
C

o.
 1

98
3.

- 
B

em
is

, S
. &

O
th

er
s.

 J
ob

A
na

ly
si

s
- 

A
n 

E
ff

ec
tiv

e
m

an
ag

em
en

t T
oo

l.
W

as
hi

ng
to

n,
 D

.C
:

T
he

 B
ur

ea
u

of
 N

at
io

na
l A

ff
ai

rs
, I

nc
.

19
83

.
- 

G
ae

l, 
S.

 J
ob

A
na

ly
si

s:
 A

G
ui

de
 to

A
ss

es
si

ng
 W

or
k

A
ct

iv
iti

es
. S

an
Fr

an
ci

sc
o,

 C
A

: J
os

se
y

- 
B

as
s,

 1
98

3.
- 

G
ar

ry
, W

. a
nd

ot
he

rs
 (

E
dr

s.
).

A
 C

he
ck

lis
t

fo
r 

T
ec

hn
ic

al
Sk

ill
s 

an
d

O
th

er
 T

ra
in

in
g.

M
ad

is
on

, W
n.

:
T

ec
hn

ic
al

 &
Sk

ill
s 

T
ra

in
in

g
D

iv
is

io
n,

A
ST

D
, N

o 
da

te
.

- 
G

ol
ds

te
in

, I
. T

ra
in

in
g:

 P
ro

gr
am

D
ev

el
op

m
en

t &
E

va
lu

at
io

n.
 M

on
t-

er
y,

 C
A

.: 
B

ro
ok

s/
C

ol
e 

Pu
bl

is
hi

ng
C

o.
, 1

97
4.

- 
IL

O
. A

n 
In

tr
od

uc
to

ry
C

ou
rs

e 
in

T
ea

ch
in

g 
&

T
ra

in
in

g 
M

et
ho

ds
Fo

r 
M

a-
na

gm
en

t D
ev

el
op

m
en

t.
G

en
ev

a:
In

te
rn

at
io

na
l L

ab
or

O
ff

ic
e,

 1
98

1.
- 

K
ea

rs
le

y,
G

.
T

ra
in

in
g 

&
T

ec
hn

ol
og

y
- 

A
 H

an
bo

ok
fo

r
H

R
D

 P
ro

fe
ss

io
na

ls
.

R
ea

di
ng

, M
as

s.
:

A
dd

is
on

 W
es

le
y

Pu
bl

is
hi

ng
 C

o.
,

19
84

.

- 
K

oz
ol

l, 
C

. S
ta

ff
D

ev
el

op
m

en
t I

n
O

rg
an

iz
at

io
n

- 
A

 C
os

t E
va

lu
at

io
n

M
an

ua
l F

or
M

an
ag

er
s 

&
T

ra
in

er
s.

 R
ea

di
ng

, M
as

s.
:

A
dd

is
on

-W
es

le
y

Pu
b-

lis
hi

ng
 C

o.
,

19
74

.

- 
O

di
or

ne
, G

. T
ra

in
in

g
by

 O
bj

ec
tiv

es
- 

A
n 

E
co

no
m

ic
A

pp
ro

ac
h 

to
M

an
-

ag
em

en
t T

ra
in

in
g.

L
on

do
n:

 C
ol

lie
r - 

M
ac

M
ill

an
 L

td
.,

19
70

.
- 

Pe
pp

er
, A

. M
an

ag
in

g 
th

e
T

ra
in

in
g 

&
D

ev
el

op
m

en
t

Fu
nc

tio
n.

 H
an

ts
,

E
ng

.: 
G

ow
er

Pu
bl

is
hi

ng
 C

o.
19

84
.

- 
R

ae
, L

. T
he

 S
ki

lls
of

 T
ra

in
in

g
- 

A
 G

ui
de

 f
or

M
an

ag
er

s 
&

Pr
ac

tio
ne

rs
.

H
an

ts
, E

ng
.:

G
ow

er
 P

ub
lis

hi
ng

C
o.

, 1
98

3.
- 

R
ib

le
r,

 R
. T

ra
in

in
g

D
ev

el
op

m
en

t G
ui

de
. R

es
to

n,
V

a.
: R

es
to

n
Pu

bl
is

h-
in

g 
C

o.
, 1

98
3.

14
0

49



- 
Sa

ue
r,

 S
. a

nd
 H

ol
la

nd
, R

. P
la

nn
in

g 
In

 -
 H

ou
se

 T
ra

in
in

g
- 

A
 P

er
-

so
na

l S
ys

te
m

 w
ith

 a
n 

O
rg

an
iz

at
io

na
l P

er
sp

ec
tiv

e.
A

us
tin

, T
X

.: 
L

ea
rn

in
g

C
on

ce
pt

s,
. 1

98
1.

- 
St

an
le

y,
 L

. (
E

dr
.)

 G
ui

de
 to

 E
va

lu
at

io
n 

of
 T

ra
in

in
g.

 I
C

PE
 T

ra
in

in
g

Se
ri

es
, N

o.
 2

. T
ito

va
, Y

a.
: I

C
PE

, 1
98

4.

- 
T

ur
re

ll,
 M

. T
ra

in
in

g 
A

na
yl

si
s 

- 
A

 G
ui

de
 T

o 
R

ec
og

ni
za

tio
n 

T
ra

in
in

g
N

ee
ds

. P
ly

m
ou

th
, E

ng
la

nd
: M

ac
do

na
ld

 &
 E

va
ns

, L
td

., 
19

80
.

- 
W

ex
le

y,
 K

. a
nd

 L
at

ha
m

, G
. D

ev
el

op
in

g 
&

 T
ra

in
in

g 
H

um
an

 R
e-

so
ur

ce
s 

In
 O

rg
an

iz
at

io
n.

 D
al

la
s:

 S
co

tt,
 F

or
es

m
an

 &
 C

o.
, 1

98
1.

- 
Z

aw
ac

ki
, R

. a
nd

 W
ar

ri
ck

, D
. O

rg
an

iz
at

io
n 

D
ev

el
op

m
en

t: 
M

an
ag

-
in

g 
C

ha
ng

e 
in

 th
e 

Pu
bl

ic
 S

ec
to

r.
 C

hi
ca

go
:

In
te

rn
at

io
na

l P
er

so
nn

el
 M

an
ag

e-
m

en
t A

ss
oc

ia
tio

n,
 1

97
6.

C
ha

pt
er

 V
1.

 R
ef

er
 f

or
 e

xa
m

pl
e 

to
: F

ri
ed

m
an

 &
 Y

ar
br

ou
gh

,
19

85
, p

p.
 1

74
-1

80
;

IL
O

, 1
98

1,
 p

p.
 2

-5
; a

nd
 S

al
le

e&
 H

ol
la

nd
, 1

98
1,

p.
 9

3.

C
ah

pt
er

 V
I

1.
 I

L
O

, o
p 

ci
t, 

19
81

.

2.
 H

am
da

n,
 M

.Z
. E

du
ca

tio
na

l M
ed

ia
 a

nd
T

ec
hn

ol
og

ie
s 

- 
C

on
ce

pt
s

&
 P

ra
ct

ic
es

 in
 L

ea
rn

in
g 

&
 T

ea
ch

in
g.

 A
m

m
an

. J
or

da
n:

 M
od

em
 E

du
ca

tio
n

H
os

e,
 1

98
6 

( 
In

 A
ra

bi
c)

.

3.
 A

da
pt

ed
 g

en
er

al
ly

 f
ro

m
 : 

Fr
ie

dm
an

 &
Y

ar
br

ou
gh

, 1
98

5,
 p

p.
 1

93
-1

97
.

4.
 A

da
pt

ed
 f

ro
m

: O
dr

io
ne

, 1
97

0;
 a

nd
 W

ex
le

y
&

 L
at

ha
m

, 1
98

1,
 p

p.
 2

08
C

ha
pt

er
 I

I
1.

 P
ar

tly
 f

ro
m

: D
av

is
, R

., 
A

le
xa

nd
er

,
L

., 
an

d 
Y

el
on

, S
. L

ea
rn

in
g

Sy
st

em
 D

es
ig

n 
- 

A
n 

A
pp

ro
ac

h 
T

o 
T

he
 I

m
pr

ov
em

en
t o

f 
In

st
ru

ct
io

n.
 N

ew
Y

or
k:

 N
cG

ra
w

-H
ill

 B
oo

k 
C

o.
 1

97
4,

pp
. 1

44
 -

 1
45

; A
nd

 G
ag

ne
, R

. T
he

C
on

di
tio

ns
 o

f 
L

ea
m

ig
n.

 N
ew

 Y
or

k:
 H

ol
t, 

R
in

eh
ar

t
an

d 
W

in
st

on
, 1

97
8,

pp
19

7,
 2

64
.

2.
 G

en
er

al
ly

 f
ro

m
: D

av
is

 &
 O

th
er

s,
 1

97
4,

pp
. 1

53
.

3.
 S

ac
km

an
, H

. D
el

ph
i C

ri
tiq

ue
 L

ex
in

gt
on

:
L

ex
in

gt
on

 B
00

0k
s,

 1
97

5.

- 
20

9.

C
ha

pt
er

 V
II

I
1.

 A
da

pt
ed

 p
ar

tly
 f

ro
m

: M
ar

sh
, N

. T
ra

in
in

g
R

ec
or

ds
 &

 I
nf

or
m

at
io

n 
Sy

s-
te

m
s.

 I
n,

 r
ai

g 
(E

dr
.)

, 1
97

6,
 p

p.
 3

,3
0 

- 
32

.

C
ha

pt
er

 I
X

4.
 A

da
pt

ed
 f

ro
m

: P
ep

pe
r,

 1
98

4;
 a

nd
 T

ur
re

ll,
19

80
, p

p.
 2

0
- 

25
.

1.
 G

en
er

al
y 

fr
om

: R
ae

. 1
98

4,
pp

. 8
6 

- 
12

4;
 P

ar
ke

r,
 1

97
6;

 a
nd

 S
ta

nl
ey

,
5.

 B
lo

om
, B

. e
ta

l. 
T

ax
on

on
y 

of
 E

du
ca

tio
na

l O
bj

ec
tiv

es
. H

an
db

oo
k 

I:
 C

og
-

ni
tiv

e 
D

om
ai

n.
 N

ew
 Y

or
k:

 D
av

id
 M

cK
ay

 C
o.

,
19

74
.

19
84

, p
p.

 3
5

- 
43

.

2.
 A

da
pt

ed
 p

ar
tly

 f
ro

m
: W

ex
le

y 
&

 L
at

ha
m

.
19

81
, p

p.
 7

9
- 

80
.

D
er

r,
 R

. A
 T

ax
on

om
y 

of
 S

ch
oo

l P
ur

po
se

s 
of

Pu
bl

ic
 S

ch
oo

ls
. N

ew
Y

or
k:

 D
av

id
 M

cK
ay

 C
o.

, 1
97

3.

G
ag

ne
, T

he
 C

on
di

tio
ns

 o
f 

L
ea

rn
in

g.
 N

ew
 Y

or
k:

H
ol

t, 
R

in
eh

ar
t a

nd
W

in
st

on
, 1

97
7.

H
ar

ro
w

, A
. A

 T
ax

on
om

y 
of

 th
e 

Ps
yc

ho
m

ot
or

D
om

ai
n.

 N
ew

 Y
or

k:
L

on
gm

an
, I

nc
., 

19
72

.

K
ra

th
w

oh
l, 

D
., 

B
lo

om
, B

., 
an

d 
M

as
si

a,
 B

.
T

ax
on

om
y 

of
 E

du
ca

-
tio

na
l O

bj
ec

tiv
es

. H
an

db
oo

k 
II

: A
ff

ec
tiv

e 
D

om
ai

n.
N

ew
 Y

or
k:

 D
av

id
M

cK
ay

 1
97

4.

15
0

14
1

14
2

15
1



In
de

x
A

na
ly

si
s 

15
- 

42
de

fi
ni

tio
n 

15
 -

 1
6

jo
b 

an
al

ys
is

 1
8 

- 
28

of
 o

rg
an

iz
at

io
na

l n
ee

ds
 3

5
of

 e
m

pl
oy

ee
s 

36
 -

 4
2

C
ur

ri
cu

lu
m

 5
8 

- 
73

de
fi

ni
tio

n 
58

go
al

s 
58

 -
 6

5
co

nc
ep

t o
f 

59
ty

pe
s 

of
 5

9
cn

te
ri

a 
fo

r 
w

ri
tin

g 
60

an
d 

jo
b 

co
nt

en
t 6

0 
- 

61
ge

ne
ri

c 
61

an
d 

te
rm

in
al

 o
bj

ec
tiv

es
 6

1
w

ri
tin

g 
ob

je
ct

iv
es

 6
3 

- 
65

te
rm

in
al

 o
bj

ec
tiv

es
 o

f 
61

 -
 6

3
fo

rm
at

iv
e 

ob
je

ct
iv

es
 6

3 
- 

65
K

no
w

le
de

ge
 6

5
67

de
fm

iti
on

 6
3

se
le

ct
in

g 
cr

ite
ri

a 
65

 -
 6

7
de

sc
ri

pt
io

n 
66

 -
 6

7
A

ch
ie

ve
m

en
t a

ct
iv

iti
es

 6
7

73
de

fi
ni

tio
n 

67
 -

 6
9

se
le

ct
in

g 
cr

ite
ri

a 
67

 -
 6

9
de

si
gn

 o
f 

le
ar

ni
ng

 6
9 

- 
71

fo
rm

at
iv

e 
ev

al
ua

tio
n 

72
 -

 7
3

D
is

cr
ip

tio
n 

15
39

de
fi

ni
tio

n 
15

jo
b 

de
sc

ri
pt

io
n 

18
 -

 2
0

of
 o

rg
an

iz
at

io
n 

33
 -

 3
5

of
 e

m
pl

ye
es

 3
6 

- 
39

E
m

pl
oy

ee
 3

0 
- 

46
co

nc
ep

t 3
0 

- 
32

de
sc

ri
bi

ng
38

 -
 3

9
tr

ai
ni

ng
 / 

re
ne

w
al

 n
ee

ds
 4

3 
- 

44
un

if
yi

ng
 n

ee
ds

 o
f 

45
 -

 4
6

em
pl

oy
ee

s 
ne

ed
s 

46
hu

m
an

 s
er

vi
ce

s 
91

 -
 9

5
E

va
lu

at
io

n 
of

 tr
ai

ni
ng

 6
7,

 1
21

de
fm

iti
on

 1
21

pu
rp

os
es

 1
23

ty
pe

s 
12

1,
 1

22
do

m
ai

ns
 1

22
pa

ra
m

et
er

s 
12

2
to

ol
s 

12
2,

 1
23

, 1
24

 -
 1

27
va

lid
ity

 1
21

, 1
22

, 1
37

 -
 1

38
m

ea
su

re
s 

12
4

le
ss

on
s 

12
3

15
2

tr
ai

ne
es

 a
tti

tu
de

s 
12

5 
- 

12
6

pr
od

uc
tiv

ity
 1

22
, 1

28
 -

 1
36

co
st

 -
 b

en
ef

it 
an

al
ys

is
 1

28
 -

 1
36

st
ep

s 
12

8 
- 

13
6

or
ga

ni
za

tio
n'

s 
im

pr
ov

em
en

t 1
27

ac
hi

ev
em

en
t a

ct
iv

iti
es

 6
7 

- 
73

fo
rm

at
iv

e 
72

,7
3

Jo
b 

16
 -

 6
1

co
nc

ep
t o

f 
16

 -
 1

8
ta

xo
no

m
y 

of
 b

eh
av

io
rs

 1
8

ac
ts

 1
8 

- 
28

co
ns

tit
ue

nt
s 

24
 -

 2
7

im
pl

em
en

ta
tio

n 
re

qu
ir

m
en

ts
 2

4 
- 

27
ta

sk
s 

17
, 1

8
ne

ed
s 

as
se

ss
m

en
t 1

8 
- 

28
as

se
ss

m
en

t s
te

ps
 1

8 
- 

28
nu

m
er

at
io

n 
&

 s
or

tin
g 

18
 -

 2
0

em
pl

oy
ee

's
 3

2
or

ga
ni

za
tio

na
l c

on
st

itu
en

t 3
4,

 3
7

em
pl

oy
ee

s 
pe

rf
or

m
an

ce
 3

8 
- 

41
jo

b 
ne

ed
s 

46
un

if
yi

ng
 n

ee
ds

 4
5 

- 
47

fi
el

d 
tim

e 
48

 -
 4

9
ob

se
rv

ed
 ti

m
e 

52
 -

 5
4

cr
ite

ri
on

 ti
m

e 
50

 -
 5

2
su

b-
be

ha
vi

or
s 

w
ith

in
 5

4 
- 

55
jo

b 
co

nt
en

ts
 6

0 
- 

61
M

at
er

ia
l s

er
vi

ce
s 

95
-

10
4

fa
ci

lit
ie

s 
95

 -
 9

7
eq

ui
pm

en
ts

 9
5 

- 
97

m
ac

hi
ne

ri
es

 9
7 

- 
99

m
at

er
ia

ls
 9

7 
- 

99
bu

dg
et

 9
9 

- 
10

2
tim

et
ab

le
 1

02
 -

 1
04

pr
og

ra
m

 g
ui

de
 1

02
 -

 1
04

pr
ob

le
m

s 
9

13
9

M
ed

ia
 a

nd
 te

ch
no

lo
gi

es
 8

1
-

83
R

ol
e 

of
, i

n 
in

st
ru

ct
io

n 
75

de
fi

ni
tio

n 
81

ty
pe

s 
of

 8
1 

- 
82

se
le

ct
io

n 
cr

ite
ri

a 
82

se
le

ct
io

n 
&

 d
es

cr
ip

tio
n 

82
 -

 8
3

M
et

ho
ds

 7
5 

- 
81

de
fi

ni
tio

n 
76

ty
pe

s 
76

 -
 7

7
se

le
ct

io
n 

cr
ite

ri
a 

77
 -

 7
8

14
3

A
 s

am
pl

e 
of

 7
8 

- 
79

se
le

ct
io

n 
&

 d
es

cr
ip

tio
n 

of
 7

9 
- 

81
or

ga
ni

zi
ng

 p
ri

nc
ip

le
s 

85
 -

 8
6

or
ga

ni
zi

ng
 te

ch
ni

qu
es

 8
6 

- 
88

ge
ne

ra
l f

ra
m

ew
or

k 
fo

r 
in

st
ru

ct
io

n 
88

 -
 9

0
O

rg
an

iz
at

io
n 

29
 -

 4
4

co
nc

ep
t 2

9 
- 

30
op

er
at

io
na

l s
ys

te
m

 3
1

de
sc

ri
bi

ng
 &

 a
na

ly
si

ng
 3

3 
- 

35
di

gi
ta

l a
na

ly
si

s 
35

 -
 3

7
im

pr
ov

em
en

t e
va

lu
at

io
n 

12
7

co
ns

tit
ue

nt
s 

34
or

ga
ni

za
tio

n 
ne

ed
s 

46
tr

ai
ni

ng
 / 

re
ne

w
al

 n
ee

ds
 4

3 
- 

44
Pe

rs
on

ne
l 9

1
-

10
5

cr
ite

ri
a 

fo
r 

se
le

ct
in

g 
10

4 
- 

10
5

tr
ai

ne
rs

 9
1 

- 
92

ex
pe

rt
s 

93
ad

m
in

is
tr

at
or

s 
92

, 9
3

su
pp

or
t s

er
vi

ce
s 

93
 -

 9
5

pr
im

ar
y 

se
rv

ic
es

 9
1 

- 
93

qu
an

tit
at

iv
e 

cr
ite

ri
a 

10
4 

- 
10

5
pr

ob
le

m
s 

of
 8

 -
 9

em
pl

ye
e 

30
 -

 4
4

Pr
og

ra
m

 d
oc

um
en

t 1
07

11
8

de
fi

ni
tio

n 
10

7
w

ri
tin

g 
st

ep
s 

10
7 

- 
11

7
pr

og
ra

m
 m

ar
ke

tin
g 

11
7

pr
og

ra
m

 im
pl

em
en

ta
tio

n 
11

7 
- 

11
8

pr
og

ra
m

 ti
tle

 1
07

tr
ai

ni
ng

 p
er

io
d 

10
9

pr
og

ra
m

 in
tr

od
uc

tio
n 

10
9 

- 
11

0
ge

ne
ri

c 
go

al
s 

11
0

tr
ai

ni
ng

 p
re

re
qu

is
ite

s 
11

1 
- 

11
2

st
af

f 
re

qu
ir

em
en

t 1
12

ge
ne

ra
l s

tr
uc

tu
re

 1
13

 -
 1

14
tr

ai
ni

ng
 le

ss
on

s 
11

4 
- 

11
5

or
ga

ni
za

tio
na

l r
ul

es
 1

16
in

di
ce

s,
 r

ef
er

en
ce

s 
11

6 
- 

11
7

pr
og

ra
m

 m
ar

ke
tin

g 
11

7
pr

og
ra

m
 im

pl
em

en
ta

tio
n 

11
7 

- 
11

8
pr

ob
le

m
s 

7
T

ra
in

in
g 

1
-

13
8

de
fi

ni
tio

n 
2

de
si

gn
 4

3 
- 

13
8

be
ha

vi
or

al
 d

ig
ita

l b
as

es
 4

3 
- 

56
of

 c
ur

ri
cu

lu
m

 5
8 

- 
73

B
E

S
T

 C
O

P
Y

 A
V

A
IL

A
B

LE

14
2

of
 h

um
an

 s
er

vi
ce

s 
91

 -
 9

5
of

 m
at

er
ia

l s
er

vi
ce

s 
95

 -
 1

05
de

si
gn

in
g 

75
 -

 1
38

in
st

ru
ct

io
n 

of
 tr

ai
ni

ng
 7

5 
- 

90
tr

ai
ni

ng
 d

oc
um

en
t 1

07
 -

 1
17

pr
og

ra
m

 m
ar

ke
tin

g 
11

7
pr

og
ra

m
 im

pl
em

en
ta

tio
n 

11
7 

- 
11

8
hi

st
or

y 
of

 3
 -

 4
m

et
ho

ds
 3

 -
 4

, 7
6 

- 
81

pr
ob

le
m

s 
5 

- 
9

ad
m

in
is

ta
tiv

e 
6 

- 
7

pr
og

ra
m

s 
7

im
pl

em
en

ta
tio

n 
7 

- 
8

tr
ai

ne
rs

 a
nd

 h
um

an
 s

er
vi

ce
s 

8
tr

ai
ne

es
 9

m
at

er
ia

l s
er

vi
ce

s 
9

re
fo

rm
at

io
n 

de
si

gn
 o

f 
9 

- 
11

fo
un

da
tio

ns
 o

f 
11

 -
 1

2
m

et
ho

do
lo

gy
 o

f 
de

ve
pl

op
in

g 
12

 -
 1

3
cu

rr
ic

ul
um

 5
8 

- 
73

in
st

ru
ct

io
n 

73
 -

 9
0

do
cu

m
en

t 1
07

 -
 1

17
ev

al
ua

tio
n 

of
 1

21
 -

 1
38

sy
st

em
 o

f 
10

ne
ed

s 
15

 -
 5

6
as

se
ss

m
en

t 1
5,

 2
9

fo
r 

re
ne

w
al

 2
4,

 3
5

fo
r 

tr
ai

ni
ng

 2
4,

 3
5

em
pl

oy
ee

's
 3

8,
 4

0 
- 

41
, 4

3 
- 

47
or

ga
ni

za
tio

na
l 3

5,
 3

7,
 4

3 
- 

47
un

if
ie

d 
47

m
at

er
ia

l r
en

ew
al

 4
3

ps
yc

ho
lo

gi
ca

l -
 b

eh
av

io
ra

l 4
4

m
ot

iv
at

io
na

l p
ri

nc
ip

le
s 

83
, 8

5
pr

er
eq

ui
si

te
s 

11
1 

- 
11

2
ad

m
is

si
on

 r
eq

ui
re

m
en

ts
 1

11
ad

m
is

si
on

 te
st

s 
11

2
pr

og
ra

m
 m

ar
ke

tin
g 

11
7

w
ri

tin
g 

st
ep

s 
10

7 
- 

11
7

pr
ep

ar
at

io
n 

fo
r 

im
pl

em
en

ta
tio

n 
11

7 
- 

11
8

ev
al

ua
tio

n 
&

 p
ro

du
ct

iv
ity

 1
24

 -
 1

36
m

ed
ia

 &
 te

ch
no

lo
gi

es
 8

1 
- 

83
m

et
ho

ds
 7

5 
- 

81
cu

rr
ic

ul
um

 5
8 

- 
73

pe
rs

on
ne

l 9
1 

- 
10

5

15
3


